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OGC HAS REVIEWED . ' 

MEMORANDUM 

TO t Acting Chief, Management Qranoh 

FROM I Chief, Budget & Finance Branch 

SUBJECT* Proposed Instructions - Travel for Armed 
Forces Personnel 


• There is attached for your approval a draft of proposed CIA 

«£«•? ' Temporary Duty Travel for Army, Navy and Air Force 
Personnei . This instruction is occasioned, by recent authorizations for 
. 7 ® nff nCy m t0 f 8Sue ^vel orders for armed forces personnel on duty 
with CU. The instruction has been coordinated with representatives of 
the Personnel and. Services Branches, as will be noted by the concurrences 
on the reverse of the memorandum. 

wiU appreciated if you will review the proposed memorandum 
and, if approved, make arrangements for its issuanoe along with the pro- 
posed travel instructions for civilian employees which was forwarded to 

of 26 Au S ust l947 - la connection with the travel 
^ f ? r 0ivillan ® m Ployees, the Services Branch has suggested 
ha it be revised so as to include instructions covering travel for em- 
ployees assigned to CIA from the State Department and other Agencies. 

. 4 ??. is f 0ooln ™ ended th *t the attached instruction and the one cover- 

ing civilian travel be issued as consecutively numbered memorandums. 


7 / 



STATINTL 


Attachment 


Chief, Budget and 
Finance Branch 
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CENTRAL INTELLIGENCE GROUP 
Washington, D. C. 

MEMORANDUM 

NUMB® September 1947 . - 

SUBJECT* Temporary Duty Travel 'for Anny, Navy and Air Force personnel 
EFFECTIVE UNTIL CANCELLED OR SUPERSEDED 

1. These instructions are issued in connection with recent authorization 
“his organization to issue travel orders for armed fo rces personnel 

on duty with GIG. They supersede CIG Memorandum ■■■■dated 8 July 19L7, STATINTL 
subject: Temporary Additional Duty Travel OrderflBMivy Personnel. 

2, General 

These instructions apply to temporary duty travel involving vouchered If 

funds, for Army,- Navy and Air Force personnel on duty with CIG and are not 
applicable to unvouchered funds travel. Travel for armed forces personnel 
loaned to CIG for specific missions will be performed on a reimbursable 
basis under orders i 3 suecT by the Amy, Navy or Air Force. Travel incident 
to permanent change of station will be performed under orders issued by 
the Army, Navy or Air Force. 

3» Request for Travel Order 

■ • • •• . ■ • ' ■_ . ■ . d 

The sponsoring office will prepare Request for Domestic Travel Order, L 

Form. No. 34-5, for all domestic travel and amendments to the original Jj 

travel order. Requests must be approved by the Office or Branch Chief !? 

or his designee, who has written authorization to approve travel requests. I 

As a general rule no individual should approve his own request. The travel 
request, showing appropriation and allotment symbols to be charged, should 
be submitted at least IjB hours prior to the beginning of the travel. The I 

original of the request will be forwarded to Headquarters and Headquarters 
Detachment for Army personnel or to the Naval Administrative Command for 
Navy personnel. 

For foreign travel, Form No. 36-23, Request for Overseas Transportation, 
will be prepared and processed in accordance with instructions contained 
on the reverse side of the fom. j 

k» Travel orders 

The appropriate CIG armed forces canmand will prepare the necessary 
travel orders in accordance with Army, Navy or Air Force requirements. 

The travel order, showing appropriation and allotment symbols to be charged, 
will be prepared in sufficient copies to meet the requirements of the 
applicable aimed forces command. All copies of the Travel Order will be 
referred to the Transportation Division, Services Branch for numbering and 
estimating the cost of travel. When necessary, the Transportation Division 
issue Transportation Requests and will arrange for reservations when 
requested. For travel to overseas points, the Transportation Division will 
arrange for transportation and necessary clearances, passports, etc. 
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•u,. The Transportation Division will forward all copies of the travel 
order to the Accounting Section, Fiscal Division, Budget and Finance, 

Branch for obligation of funds* After obligation, the Accounting Section 
will send one copy of the order to the Travel Section, Fiscal Division, 
Budget and Finance Branch and will return all other copies to the appropriate 
armed forces command. Upon receipt, the appropriate CIO armed forces 
command will release the original and copies as may be necessary, to the 
traveler. Travel may not begin prior to the effective date shown on the 
order, nor prior to approval and obligation of the travel order. 

5* Reimbursement Vouchers 

It is the responsibility of the traveler to prepare his own travel 
reimbursement account. However, upon request, the Travel Section vri.ll 
assist travelers in preparing their travel accounts. 

Travel accounts must be submitted in quadruplicate to the Travel 
Section for audit and payment. The travel account must be administratively 
approved and supported by travel orders and certifications when necessary, 
in accordance with applicable aimed forces travel regulations and/or 
instructions. 


STATINTL 


Executive for 
Administration and Management 
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MEMORANDUM 26 August 1947 

TO t Acting Chief, Management Branch 

FROM i Chief, Budget & Finance Branch 

SUBJECT: Proposed Instruction - Travel 

There is attached for your approval a draft of a proposed CIG 
Memorandum entitled "Travel Instructions for Vouchered Civilian Employ- 
ees"* This instruction has been coordinated with representatives of 
the Personnel and Services Branches. 


H The instruction is in effect a revision of Administrative Order 

and incorporates changes in procedure which have taken place since 
mance thereof, e.g., the transfer of two functions from the Fiscal 
Division, Budget & Finance Branch, to the Transportation Division, Ser- 
vices Branch* Instructions relating to travel to overseas points and 
travel involving ohange of official station have also been included in 
the proposed CIG memorandum. 





^^^^^Some of the material contained in Paragraph 5 of Administrative 
HHNRMKi has teen eliminated in the new instruction, and it is pro- 
posed that the same points be covered in "Special Instructions" to be 
printed on the reverse side of the Travel Order, Form No. 34-4. It d^s 
believed that in this form the instructions will be more beneficial to 
the traveler. A draft of the "Special Instructions" is attached, and if 
you will indicate your concurrence, arrangements will be made to have 
this information printed on a new supply of travel orders. The present 
supply of Travel Orders will be exhausted in the near future. 

It will be appreciated if you will review the proposed memorandum 
and, if approved, make arrangements for its issuance. The Transportation 
Division will include the "Special Instructions" as a part of their next 
requisition for Travel Orders. 



E.-'R. Saunders 
Chief, Budget and 

Attachment Finance Branch 
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CENTRAL INTELLIGENCE GROUP 
Washington, D. 0. 


MEMORANDUM 

NUMBER 


(Date) 


STATINTL 


SUBJECTS Travel Instructions for Vouohered Civilian Bnployees 

CIO Administrative Order is hereby rescinded and the following 

substituted therefor* 


1. GENERAL 

All travel must be authorised and performed in aooordanoe with the 
provisione of tjie Standardised Government Travel Regulations ae amended 
and/or any applioable Current statutes* y'J w ”' 

It ie the polioy of the CIO to limit the travel of employee! to a 
minimum ooneiatent with operating requirement#* Authorisation will be 
given for specific trips only, and blanket travel orders will not be 
issued unless approved by the Executive for Administration and Management* 

2. ACTION BT REQUESTING OFFICE 

' {ippnve ^ 

-When-the-offloial-neeeseity for. travel..has,,been -determined* phe 
flequefting Offioe will prepare /Travel Bequest, Form 34-5 in duplicate^ 
have it appreved-by_-the-Ohief- of- the~Offioe~pr r Branoh- qrv-hie-desigtteej 
and forward it to the Transportation Oivisiol^at Sas^ Wrty-eight hours 
prior to the time travel is to begin* To amend a previously issued 
Travel Order, the requesting offioe will submit a new Form No. 34-6 in 
the same manner, making reference to the previous order and setting forth 
in complete form the reasons for the ohange* 

In the oase of travel to overseas points. Form No* 36-25, Request for 
Overseas Transportation will be ”-rd far this-purpjse. and Sections B 
and C thereof will be routed to the Transportation Division, after 
neoessary arrangements for olearanoes have been made as outlined in the 
instructions on the reverse of the form* 

If a change of official station is involved, the Requesting Offioe 
will forward a Personnel Action Bequest, Form 37-5, approved by the 
Offioe or Branoh Chief, to the Personnel for the issuanoe of a 

Transfer Letter Authorising Permanent Change of Station. Thia- eetioxr 

will be taken- at the same time that the Travel Bequest is forwarded to 
the Transportation Division* 

3. ACTION BY TRANSPORTATION DIVISION 

Ths Transportation Division will prepare a Travel Order, Form 34-4, 
furnish two oopiea to the Fiscal Division for the establishment of an 
obligation and provide the traveler with the original oopy of the Order 
as authority for his travel. The Transportation Division will arrange 
for reservations, identifioation cards, will issue Transportation 
Requests where appropriate, and will brief the traveler on the rules 
and regulations pertaining to official travel* 
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Where travel to overseas points is involved, the Transportation Division 
will arrange for passports, visas, ismuni cations (when required) and make 
all neoessary reservations and arrange transportation fron point of origin 
to destination* Upon departure of the employee, the Transportation Division 
will notify the Fisoal Seotion and the sponsoring Office of the date and 
tine of departure, 

Zf the travel involves a permanent change of station the Transportation 
Division will forward a copy of the Travel Order to the Requesting Offioe, 
The Transportation Division will also advise the employee regarding the 
movement of his family and/or his household ef foots when authorised, 

&RAUCH . 

4. ACTION BY PERSONNEL D ggMg jjl 

o.If • permanent ohange of official station is involved, the Personnel 
Dfc**sXc& will, upon reoeipt of Form 37-3, Personnel motion Request, issue 
a Transfer Letter Authorising Permanent Change of Offioial Station. The 
original will be forwarded to the employee, 2 copies to the Travel Seotion 
and 2 copies to the Transportation Division, 

If the transfer is to an overseas point, the Personnel D i v i s i o n will 
have the enployee ezeoute a Length of Service Agreement, 

6. ACTION BY TRAVELER 

The traveler will study the Standardised Government Travel Regulations 
and will give particular attention to the instructions appearing on the 
reverse side of the Travel Order, To claim reimbursement of his expenses 
incident to the travel, he will submit Publio Toucher for Reimbursement 
of Travel and Other Expenses including Per Diem, Standard Form 1012 to 
the Travel seotion, Fisoal Division in quadruplicate. The voucher must 
be approved administratively by tho Chief of the Offioe or Branoh concerned 
prior to submission. 

If his travel involves a ohange of offioial station, the employee will 
ezeoute a Form 36-27, Request for Movement of Family and/or Household 
Effects prior to his departure* 

6 . ACTION BY TRAVEL SECTION 

The Travel Seotion will extend adrioe and assistanoe where necessary 
to aid the traveler in the preparation of his vouoher* Upon reoeipt of 
the properly prepared voucher, the Travel Seotion will perform an audit 
thereof. Any suspensions or deductions from the amount claimed will be 
reported to the traveler on an"Admniotrative Audit Difference Statement" 
together with an explanation where applicable of the information 
neoessary to support a reclaim of the amount previously suspended* 


| 
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; fl» ADVANCE OF FUNDS x/x sV/I iJ^TUOfP, fti 

Iter* naoaaaary to dafray ooata of oonteuplatad travel or tha 
of household af facta, an application for advance of fluids 
I 1 -..; P*y M mM * to tha Travel tacti o n. Buoh adra nbe m a y ba m ade If tha ' 
amployaa azaeutaa a Bond of indemnity* Tha ooat of tha premium in 
•eouring auoh a bond ($6,00) La borne personally by tha anployaa* 
Rainburaaaant vouchers will lie applied against the adtanoa. Hbnever, 
any balance nuat ba remitted uith tha final travel voucher. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE t 


n o L s X '.’ i: Q 1 a o t; i Z , - a if 10 
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1. Travel Order to determine that it specifies all requirements, including 

mode of transportation, period oovered, plaoes to be visited, any speoial 
authorisations, per diem or other allowances. If the Order does not provide 
toXi™ 8 ** ** ,hou ^ d requested through proper ohannels prior 

2 ' 4 * P * rtUr ’ ° f tMin - pl “»> ^ Point .f 

5. In the event the Transportation Office does not issue Transportation Requests for 
your travel and you procure your tickets for cash or through the use of blank 

R T! 4 8t ; f urni,h#d for that Purpose, extreme oare must be taken 
tickets , exoursion tickets or reduoed rate round-trip tiokets 
ehenever practicable. The faot that the existence of suoh reduoed rates may not 

lowest *rates 0Wn doe * not relieve th ® traveler of the responsibility of obtaining 

4# T e !^ P * - for ° moial •xpenditures of more than #1.00 and a copy of each 

of fioial telegram. Attach such documents to the original 1012 voucher when 
presented for payment. 

•• r&Li* •«* th«, with explanation for non- 

uee, with the original 1012 vouoher. 

6. Bxeroise utmost oare in handling unexeouted Transportation Requests sinoe the 

vaiue of lost or stolen Requests may be oharged to the jn the event of 

loss or theft, report the number (s) to the TraneportationADivilt^nf^th an 
explanation of the facts surrounding the loss. If such Requests are subsequently 

7. The use of taxis is allowed only from conveyance terminal to place of abode or 
pl&«e of business, and vice versa. Bach claim for reimbursement should be 
supported by a showing of the aotual points between whioh the taxi was used. 

S. Per Diem in lieu of subsistence will be allowed as authorised by the Travel Order 
and existing regulations. The calendar day will be the unit used in computing 
the per diem allowance for continuous travel for more than 24 hours. Fbr 

£2=2 l d i y at th f °° nunanowMnt or *uding of suoh continuous travel 

. * our tb °f the rate for a calendar day will be allowed for each period of sia 
h ppf - 4 °i ** a ?* ion thereof. Ho per diem will be allowed when departure from 
o ioial station is after 8x00 A. M. and return on the same day prior to 6*00 P. M. 
or for any^absence not exceeding three hours. Sinoe one day is lost on a westward 
crossing of the International Date line, per diem for one day will be deduoted 
rrom all travel aooounts where suoh travel is involved. 

9. The following charges will be paid by the traveler from his per diem allowance «? 

lodgings, baths, laundry, Dsns and fires in rooms, personal use of room 

• during daytime, telegrams and telephone calls reserving hotel aocomodations, free 
and tips, eleanlng and pressing of ilothlng, transportation between plaoes of 
lodging or where meals are taken and plaoes of duty. 

10. Submit standard Fttrm 1012 at the completion of eaoh trip of less than two months. 
For trips in excess of two months, monthly aooounts must be submitted, either on 
a calendar month basis or monthly after the beginning of the travel* 

. ■. ■ , ■■ •’ . ' I 

11. Traveler should be familiar with oontents of Standardised Government Travel ! 

Regulations, Executive Order Ho. 9806 and CIO Memorandum Ho. . 
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Office or Branch 


(Official Station) 


1. Itinerary and .justification of proposed travel (all stop overs must be specifically 
indicated and the need for the travel fully explained) . 


Duration of travel or authority requested : From To 

Mode of travel (Check U X") : 

*□ Privately owned automobile. [J Common Carrier, [] Government vehicle. 

(Commercial) (Commercial) 

*□ Extra fare train □ Airplane (Military ) Q Vessel (Military ) 

Allowance for personally owned automobile recommended on following basis (check): 

D (a)_ cents per mile, as being more economical and advantageous to the Government 

Justify: 

D (b) .cents per mile when not practicable to use common carrier. 

□ (c) Actual expense. 

Per diem allowance recommended: 

Number of transportation requests required: Tax exemption certificates required 

Estimated cost: $ ■ 

Allotment account No,: .■ 

Special provisions : 


Approved: 


( Office ) or Branch Chief) 


(Title) 


* Not to be filled in by military or naval travelers. 


(J234) 




Approved 


mmm 


R V. A I ON 


SECRET 


VOUH APPROVAL IS REQUESTED FOR THE OVERSEAS TRANSPORTATION OF. 
JUSTIFICATION FOR THE TRIP ISl 


D * TE SIGNATURE (initiating officer) 


THE FOLLOWING ACTIONS CONCERNING THE ABOVE TRAVELER WERE COMPLETED yON THE DATES INDICATED BELOWi 


DATE ASSESSED AND APPROVED DATE SECl/R I TV APPROVED _ 


DATE ENTERED ON DUTY I DATE OF OVERSEAS PHYSICAL EXAMINATION 1 DATE IMMUN I ZAT ION INITIATED 



NOTE; SEE INSTRUCTIONS ON REVERSE SIDE 


S B C ' T0: TRANSPORTATION SECTION 

THE REQUEST FOR OVERSEAS TRAVEL DESCRIBED BELOW IS APPROVED. 


NAME OF TRAVELER 


CIVILIAN OR MILITARY RANK 


SIGNATURE (TRANSPORTATION CLEARANCE OFFICER) 


SECRET 


SIGNATURE (OFFICIAL AUTHORISED TO APPROVE TRAVEL) 


MUST INITIAL 


GRADE OR SERIAL NO. I OFFICIAL STATION 


ADDRESS (REEIOENCE) NUMBER 

STREET 

CITY STATE 


AVAILABILITY DATE 

TELEPHONE (REEIOENCE) TELEPHONE 

(OP PICE) 


| REQUESTED MODE OF 

TRAVEL 

DESTINATION AND ITINERARY 






TYPE OF FUNOS AND JUSTIFICATION 







| _J PERMANENT CHANGE OF STATION 


m 

■L__J TEMPORARY DUTY, RETURNING APPROXIMATELY 


BO 


IDENTIFICATION WITH CIG 


L_J AUTHORIZED 
I I NOT AUTHORIZED 


CIVILIAN CLOTHING £=] 

• | | NOT AUTHORIZED 


OFFICIAL Cllll IF. DCS I .NATION Q SSISJ.t,. 


EXCESS BAGGAGE 


IMMUNIZATION COMPLETION DATE 


SPACES IE LOW TO 1C C0HP1CTCD tV TRANS POfTAT IOM SECTION 


DEPARTURE DATE (APPRO! IMA TE ) 


SEC. TO: 

i? V i (REQUESTING BRANCH ) 


SECRET 
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INSTRUCTIONS FOR PREPARING AND PROCESSING FORM NO. 36-23 


THE INITIATING OFFICER WILL: 

A. PREPARE IN DUPLICATE. 

B ' OFFICER.' ALL SECTION A EXCEPT THE LOWER PART RESERVED FOR US 

c * 5n L »oi2n^ L T2Mf CTIOH B EXCEPT THE TOP SPACE RESERVED FOR THE S 
TO APPROVE TRAVEL, AND THE LOWER PART RESERVED FOR THE USE OF Tl 
, D. FILL IN THE FOLLOWING UNDER SECTION C: 

RFOUESTING BRANCH, NAME OF TRAVELER, DESTINATION. 

E ‘ rnoM !H E nHmI^T? T T2 F r J r S I ,FICATI0N F0R OVERSEAS TRANSPORTATION 
FORM IN DUPLICATE TO THE TRANSPORTATION CLEARANCE OFFICER. 

THE TRANSPORTATION CLEARANCE OFFICER WILL: 

o’ I^L T HL A S T,0HS INDICATED ON THE« LOWER PART OF SECTION A, FILL 

B. . ROUTE THE ENTIRE FORM IN DUPLICATE TO THE OFFICER AUTHORIZED TO 

THE OFFICER AUTHORIZED TO APPROVE TRAVEL WILL: 

A * the I place E indicated ATI0N AN ° CLEARANCES AND IR approved, SIGN St 

r' omiTc^errUSS o 12% S ET Y RN IT, IN DUPLICATE, TO THE TRANSP0RTA1 

C. ROUTE SECTIONS B AND C, IN DUPLICATE, TO THE TRANSPORTATION SECT 

THE TRANSPORTATION SECTION SECTION WILL: 

A- COMPLETE SECTION C AND ROUTE COPY TO THE REQUESTING BRANCH. 
I£nf,- NECESSARY ACTIONS AND COMPLETE. LOWER PART OF SECTION B. 

n* S?rI^u C 2ri!/.?L? E £I ,0 ?«l, T0 THE APPROPRIATE TRAVEL UNIT FOR THE I 

D. RETAIN ORIGINAL OF SECTIONS B AND C IN FILES. ; ;p. 


IN SECTION A AND ROUTE THE ENTIRE 


STATINTL r 


STATINTL 


STATINTL 
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RESTRICTED 


ADMINISTRATIVE INST RUCTION 

no. HH 

Subjeots Same 
Rescission: AT 

1. General 


/? /f yy 


dated 7 June 1949. 


a. Travel orders will be issued by the Budget Offioe except as other- 
wise stated. 

b. Chiefs of missions outside the continental United States may 
authorize and approve temporary duty travel within their theater for 
employees under their jurisdiction. 

c. Requests for travel or amendments 'to travel orders (Form No. 34-5) 
other than specified in n b M above, shall be prepared in triplicate. One 
copy will be routed directly to the Transportation Division, Services Of- 
fioe, and the original and one copy routed to the Budget Office, through* 

(l) Staff Chiefs or Assistant Directors or their Deputies in 
the oases of individuals under their jurisdiction. 

^ Executive, in addition to the above, in cases involving 

^ travel to be performed on confidential funds, or travel beyond the 

... f A 

continental limits of the United States on voucherod funds, except ( 
as otherwise specifically provided in Confidental Funds Regulations. 
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CENTRAL INTELLIGENCE AGENCY 
Washington, 0, C. 


ADMINISTRATIVE INSTRUI 
NO. 

SUBJECT* Travel. 




(This resoinds Administrative Instruction 






dated 31 January 1949. ) 


1* General 

a * ^avel orders will be issued by the Budget Office except as other- 

W1S0 Oo&oQCie 

b. Chiefs of missions outside the continental United States may 
authorise and approve temporary duty travel within their theater for employ- 
ees under their jurisdiction. p y 

o. Requests for travel or amendments to travel orders (Form No. 34-5) 
other than specified in "b" above, shall be prepared in triplicate. One 
copy will be routed directly to the Transportation Division, Services Office, 
and the original and one copy routed to the Budget Office, through* 

(1) ) Staff Chiefs or Assistant Directors or their Deputies in 
the cases! of individuals under theiir jurisdiction. 

(2) Executive, in addition to the above, in cases involving 
travel to be performed on confidential funds, except as otherwise 
specifically provided in Confidential Funds Regulations. 

(3) Personnel Officer, in addition to the above, in all oases 
involving permanent change of station, and travel to first post of 
duty abroad and return from post of duty abroad. 

(4) ^Executive or Deputy Director in the oase of Staff Chiefs 
and Assistant Direotors, 

d. Personal action of each forwarding official must be indicated on 
Staff Chiefs and Assistant Direotors may delegate ^proving 
authority to their deputies If desired. P 

•• Requests for damestio travel will be submitted in duplicate 

in sufficient time to be prooeseed and reaoh the Budget Qffioe at 
least AB hours prior to the actual departure time, for determination 
as to adequacy of justification and availability of funds. 


(2) Requests for foreign travel must be submitted sufficiently 
in advanoe to permit required travel( and medical arrangements prior 
to planned date of departure. ^avele% willcm Inrtnmtlrsi from 
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/ ■ t he ^niid a tr a t i vu O ff io c r -of t h e o ff ice -concerned personally oontaot 

the Transportation Officer, Servicss Qffioe, No r th at least 

six weeks before planned date of departure in order to facilitate , 
travel arrangements. 4- /SuduCU^ '• 7ttuw^. 7 

(3) The necessity for travel -fiftfat be adequately substantiated 
on the request. General statements such as "official business," 
"confidential purposes," eto., should not bo used, 

f • The Transportation Division, Services Office, will: 

(1) Provide travel arrangement service „ 

(2) Verify that properly authenticated official orders have 
been issued, and that seourity clearance, physical examination and 
immunization have been obtained, before releasing the tickets or 
transportation requests to the traveler, 

(3) Arrange for the issuance of passports and visas. 

g. Each person performing official travel shall familiarize himself 
with the provisions of the Standardized Government Travel Regulations as 
amended. Copies of the Regulations may be obtained from the Fiscal Branch, 
Budget Qffioe, 

2. Physical Examination s for Vouohered Foreign Travel 


vouch 


Th£--irOil6tdng policy-will govgrn-'tfr'e processing" of peraonRol for 
travel to overseas assignments: ' " 






. , » i 

X-v-. J AJ t. iVt-f K'A'H ly/l htV 


A - -(a)' A complete physical examination's nece s eary (prio r ^ ^ ~ /0 y 


tlons 


to departure to overseas 'assignments . - Thi s o xaa ination-is 
-days 

aJifUi 

b. -(-fr)' A /S^how^physioal examination ie-required to insure 
freedom from eommunicable diseases .---performed ^43 hours before 
departure from Washington.!? 

1 A returnee physical examination is required within 5 

days after returning to Washington from overseas assignment, 

-(d) — Proper i iaa u n isatiep'-iaust-be -reeeived-by-each--tr a 'fe l e r 
\ prt«r .to __^parture * Tetanus "inSmilzation requires a minimum afN 
weeto,^ jgpess^previo^ immuniaatlon has been administered*,--'' 

prooedure for^re questing overse r Ss"and 

so fellows: - 


V 



v 


- 2 - 
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'fct-jAXLtkj ^ ^ntj fa A XM'lt'U/./J sty 

A A. . J . . t . i. Am ^ mmm ■ a 


» — * — — w w wv |v*w^u*w u gjiHfii WbmrPWPoU 

*»*' th * Hivnioal Requirements Qffloer. Medical Servioes Division. request- 
ing- t hat a phyal<Md ^x«mliMitl»a -ba .cad»r ^ 


uJi,tsfluu 


(S)"" 3Jh#-ow«wae--i!»inorandi»B“BhouM the following informa- 

tlon J i^©KUr-to^n 8 u*«-prop«r 4 >roowBiiigi t AAy V ^ /4.„ ly juu ^\ 


•R^ /tv<> xLl.u 


// 


Y fM.t n 'A? .JUtvUJ&j 

71/T >*0#V /VM.V 

(a) Name of Branoh. 

(b) Name of Traveler* 

(o) Destination, 

(d) Type of Examination Required (Overseas or Returnee)* 

(e) Date of Departure* 

(f) Type of Duty (Temporary or Permanent), 

(g) Route of Travel, 

(h) Mode of Travel, 


3, Irqyel hr .Members of the Armed Servioes Assigned to CIA 


a@ Armed Services personnel performing temporary duty travel as 
neoessary for CIA will be reimbursed for per diem and travel costs In 
aooordanos with the travel regulations of the various Armed Servioes. 


b. Upon reoeipt of travel requests approved by the Budget Qffioe, 
the Naval Administrative Command or Headquarters Detachment will issue 
appropriate travel orders. Two oopies of the orders will be forwarded 
to the Fiscal Branch, Budget Office, 


4. PggBflgatiQQ and Submission of Vouchers 


a. Travel vouchers must be submitted to the Fiscal Branoh, Budget 
Office, upon completion of each trip, or at the end of each calendar month 
In oases of extended travel* Vouchers for travel authorized by a ehief sf 
an overseas post shall be submitted to the appropriate post offloial for 
processing* Aimed Servioes personnsl shall give the neoessary data to the 
Headquarters Detachment or Aval Administrative C«nmand for the preparation 
of vouchers and submission to the Fiscal Branch* 


b* The Fiscal Branch will provide advice and assistance to traveling 
personnel for the preparation and submission of vouchers* The traveler 
should maintain accurate records of time of departure and arrival at all 
points, a reoord ef off ioial expenditures, oopiee of affiolal telegrams 
and resslpts for sff ioial expenses when neeassaxy* It is essential that 
the traveler have this information to enable reimbursement for offloial 
expenses paid by him. 


•3- 


STRICT 
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. The Budget Office my, upon the reoonmsndation of the Services Off leer, 
issue monthly blanket travel orders for truok drivers engaged In repeated 
official tripe with CIA cargoes^ and arrange for periodio submission of 
travel vouchers covering such repeated travel* 


6. . This directive apply 

of Confidential Funds Regulation^!! 

‘ FOR THE DIRECTOR OF CENTRAL INTELLIGENCE* 


to travel to be perfonned under, provisions 

. jfcbjb icf ,4.;^ 
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CENTRAL INTELLIGENCE AGENCY ///£<„,, L \ A ft 
Washington, D, C, ' ' • ’ ' 




ADMIN IS TKAT1VE INSTRUC TION D ATE: 27 May 194V 




ILLEGfe 


£ "Requests for foreign travel must be submitted sufficiently in 

advance to permit required travel and medical arrangements prior to 
planned date of departure. The traveler will on instruction from the 
Administrative Officer of the office concerned personally contact the 
Transportation Officer, Services Office, North Building, at least six 
weeks before planned date of departure in order to facilitate travel 
arrangements." 

FOR THE DIRECTOR CF CENTRAL INTELLIGENCE: 


DISTRIBUTION: 




t • 
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CENTRAL I1TTELLIGENCE AGENCY 
Washington, D, C. 

Physical Examinations (/<rt**csi 


4 


ILLEGIB 


<p' 


CUV The following policy will govern the processing of personnel for 
vouchered travel to overseas assignments: 

Jjti Phyp1.<?fq EaydjmUcfflg: 

$$ A complete physical examination is necessary prior 
to departure to overseas assignments. This examination is 
valid for 70 days. 

^ A 48 hour physical examination is required to insure 

freedom from communicable diseases. (Performed 4^ hours before 

departure from Washington. ) 

£■> 

A returnee physical examination is required within 5 


days after returning to Washington from overseas assignment, 

(d) 

Proper immunization must be received by each traveler 


ta 


prior to departure. Tetanus immunization requires a minimum of 
six weeks, unless previous immunization has been administered. 

&,Jf* The procedure for requesting overseas and returnee physical examina- 
tions is as follows: 

( 0 * Administrative Officers are to prepare a memorandum addressed 
to the Physical Requirements Officer . Medical Services Division, request- 
ing that a physical examination be made. 

The overseas memorandum should oontain the following infonna-* 
tion in order to insure proper processing: 

W Name of Branch* 

Name of Traveler. 
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(^Destination* 

Type of Examination Required (Overseas or Returnee). 
$$ Date of Departure. 

Type of Duty (Terror ary or Permanent). 


W Route of Travel. 

^ Mode of Travel. 

FOR THE DIRECTOR (F CENTRAL EITELLIGENCE: 


DISTRIBUTION: 
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CONCURRENCES* Administrative Instruction No.——, subjeoti Over- 
seas Physical Examinations. 



urn 



(date) 




late) v 
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IICHIT CONFIDENTIAL "ft 


IIP I »47 10 * * 4^/4^ 


Tht $6* ^dlltifill . /■ v. 

’;, • Now that Congress has voted 
to raise maximum Federal employe 
travel allowances from $6 to 9 per 
day, what ’about ' agencies - which 


can they justify a larger amount 
when the. new law goes into effect 
July 1 7 '(Note: A surprising num- 
ber of agencies ' do_allow less than 
Jg.) ■■ . '"r'ZvM:?- ',■:■■■: ' y - 
. • Rep. .A. Leonard Allen / (D.„ 
La.) f has lput ili a bill; to grant 
raises ranglng around lOtoly per 
cent, to all Veterans Administration 
doctors, dentists arid- nurses. As a 
result! ;.of ,.1946 > legislation, .these 
workers already, gre, paid more titan 
comparable - employes ' ’ in ?' btnftr 


Only 105. 

y • \Xi : i O' ’ r \' i-*> 

• $27.50 W( 

• $13.95 A1 

• $3.95 to ' 

• $2.95 t 

• $i> 

• $7 
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ADMINISTRATIVE INSTRUCTION' 

NO. ■■ 1 July 1949 

STATINTL 

SUBJECT: Travel Allowances (interim instructions) 

1. Pursuant to the provisions of Public Law 92 (81st Congress) 
approved 9 Juno 1949 and in accordance with Bureau of the Budget 
Circular A-7 Revised effective 1 July 1949) this Agency shall 
authorize and pay allowances for civilian officers and employees in 
a travel status not to exceed the following: 

a. A per diem rate of eight dollars in the continental 
United States and rates prescribed by the Bureau of the Budget 
Circular A-7 for travel outside the United States 

b. A mileage rate of 7^ per mile for use of privately 
owned car when such mode of transportation is authorized or 
approved as being more advantageous to the Government. 

2. For extended periods of temporary duty the 

United States, the following schedule of rates shall apply: 

First 60 days - $8.00 
Second 60 days - 6.00 

Third 60 days - 3.00 

Absence of 10 days or less shall not' be considered as interrupting the 
continuity of temporary 

3. The per diem and mileage rates set forth herein are the 
maximum allowable and officials authorized to issue travel orders will 
reduce the stipulated rate whenever available information indicates 
that the maximum rates will exceed the nj gessary off ipial^ t rave l£n£ 
ejggnses. The requesting and approving officials of each organizational 
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unit concerned should he in a position to justify the rate(s) requested. 


Ponding the completion of a study now in progress and the assemblage 


of experience data, the approval of the request by the initiating 


office shall be deemed a certificate that the rate(s) stipulated in 
the request are not in excess of the amount(s) normally required to 


meet the necessary official travel expenses at the location(s) listed 


and under the circumstances. 


4, The provisions of this instruction are effective 1 July 1949 


and shall remain in effect until revised regulations can be promulgated 


on the basis of further study and experience. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


A 'It 

Concurred in: / 


Captain, TJSN 
Executive 


*TVc*a «tK(ie-aK "f-ts 
(ec^otL ve^ut^^u>v.ev<Jh 'fer- 
cttdhe hW pe. K'tscJt 


6\4 
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MAXIMUM 


MAXIMUM 

LOCALITY 

PER DIEM. RATES . 

ID CALI TY PER. DIEM RATES 

Afghanistan 

$ 6.00 

Netherlands ,f 

10.00 

Andorra 

10.00 

Netherlands East Indies 

12.00 

Australia 

6.00 

Netherlands West Indies 

lOiOO 

Austria 

6.00 

New Cal. edcnia 

6.00 

Bahamas • 

12.00 

New Zealand 

6.00 

Belgium 

12.00 

Norway 

10.00 

Belgian Congo 

10.00 

Panama. 

10.00 

Bermuda 

12.00 

Paraguay 

6.00 

Brazil 

10.00 

Paris, France 

10.00 

British Honduras 

6.00 

Peru 

6.00 

British Malaysia 

10.00 

Philippines , Republic 


Bulgaria 

10.00 

except Manila 

li;.00 

Burma 

10.00 

Poland 

12.00 

Ceylon 

10.00 

Portugal, except 


Cyprus 

10.00 

Azores and Madeira Islands 

10.00 

Czechoslovakia 

10.00 

A z ores and Madeira Islands 

6.00 

Denmark 

10.00 

Rome , I taly 

10.00 

Dominican Republic 

10.00 

. Rumania 

12.60 

Egypt 

10.00 

Santos, Brazil 

10.00 

Estonia 

18.00 

Sao Paulo, Brazil 

10.00 

Fiji Islands 

6.00 

Shanghai, China 

10.00 

French Indo China 

10.00 

Society Islands 

6.00 

French West Indies 

6.00 

Spain, except Canary 


Germany 

6.00 

Islands . 

10.00 

Gibraltar 

6.00 

Canary Islands 

6.00 

Greece 

10.00 

Surinam 

6. 00 

Greenland 

6.00 

Sweden 

10.00 

Havana, Cuba 

12.00 

Switzerland 

10.00 

Haiti 

10.00 

Turkey 

10.00 

Hong Kong 

10.00 

Union of Soviet Socialist 


Hungary 

111. 00 

Republics 

18.00 

Iceland 

10.00 

Uruguay 

10.00 

India 

10.00 

Vatican City 

10.00 

Iraq 

10.00 

Venezuela 

18.00 

Israel 

15. oo 

Yugoslavia 

lit. 00 

Japan 

6.00 

Other Localities 

8.00 

Korea 

6.00 



Latvia 

18.00 



Liberia 

10.00 



Liechtenstein 

10.00 



Lithuania 

18.00 



Loi$on, England 

10.00 



Luxembourg 

10.00 



Madagascar 

6.00 



Manila, Republic 




Philippines 

16.00 



Mexico, except Mexico 




D. F. 

6.00 
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ADMIMISTRATIVE INST RUCTION 
NO. 



SUBJECT : Travel Allowances 

?CIlSSipN^\ Adml nis\^t ivVlns tructil 


on 



liated-^uJjily" 1^49 


9//0U/IV ((. ■ ■ \ 

1. A maximum per diem/lnfe* of nine dollors ($9.00} is authorized 


within the continental United/ States. The maximum per diem rates far 


an extended period of temporary duty at a gilren location^are: 


First 60 days 
Second 60 days 


I 




; 


Third 60 days - \ 

c»V««*h4/V<. eitotfUr \ ■§ 

Absence of lO/jdays or less shall not be considered as intwrupting 


extended duty. , 

2. A maximum mileage rate of ^ per mile is authorized for travel 
by privately owned automobile. 

3. Assistant Directors and /staff Chiefs or their Deputies shall 
authorize lower per diem or mileage rales when the estimated expense 


is less than the maximum rat^3 and shall! be able to justify the rates 

they approve. Their approval will be considered as certification 

/ \ < 6-4 C-W. 

that the rates are ^ ^ sUc^-jL<j .. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE! 


**<->*& 'fry 



'Captain, USN 
\ Executive 


DISTRIBUTION: A. 
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C.I-.ft ADMINISTRATIVE 
TRAVEL INSTRUCT! 0 ; S VCR CIVILIAN ERF'LOYEES 




STATINTL 


CIO Administrative Order dated 31 October 19)46 is hereby 

rescinded and the following is substituted therefor; 

1. POLzenf 


STATINTL 


| RENUMBERED AND 

V ‘ T' 


a. . It is the policy of the CIO to limit the travel of employees t> 

a minimun consistent with operating requirements. All travel must 
*. be authorized in writing in advance, and such authorizations vd.ll 
be made only after it has been determined by a properly designated 
official that the travel is officially necessary. Authorization 
will De given for specific trips only, and blanket travel orders 
will not oe issued unless approved by the Executive for Fersonnel 
and Administration. 

b. All travel by employees paid from vouchered funds must be 
authorized and performed in accordance with the provisions of 


j ; , IN TEGRATED WI TH CIG c , , _ _ _ ■ . 

LAO^IIIHFEK CIA stan Dardxzed government Travel Regulations and/or applicable 


(GENERAL ORDER. 


2 . 


current statutes. 
• AUTHORIZATION 


[STATINTL 



a. V/hen it is determined that it is necessary for a youcherod 
civilian employee to perform official domestic travel a travel 
request '.on Form 3k-$ will be approved by the office or branch 
chief and forwarded to the Chief, Fiscal Section. The Chief, 
Fiscal Section will approve and forward F<-'rr to the Travel 
Unit, Fiscal Section, for issuance of the necessary travel orders. 

b. After the travel order is prepared and funds to cover the cost of 
travel have been obligated, the original will be forwarded to t\he 
traveler or maybe picked up by the traveler from the Travel Unit, 
Fiscal Section. 

io’ ameno a previously issued travel order, a ne-" request should be. 
submitted in accordance with the procedure outlined above. If 
approved, the amended order: will be issued and distributed in the ' 
same manner as the original. , 

d. Requests f or. travel should be initiated sufficiently in ; advance -of 
. A ’ the commencement of travel so that the Chief, Fiscal Seetion will 
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The; traveler should maintain accurate records of time 


•from and arrival at, different points, and a record < 
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3. rt,EII;DUR3EM.i\'T FOR TRAVEL LTPrNSl.S 

,a. After the completion of a trip, or at the end of each month, the 

traveler '.rill submit his account for travel reimbursement expenses - 
on Standard Form 1012, "Public Voucher for Reimbursement of Travel 
and Other Expenses including Per Diem". This form will b e approved 
administratively by the Branch Chief or his designee and forwarded 
in quadruplicate to the Fiscal Section for audit, certification and 
payment. 

b. An administrative audit of Form 1012 will be performed by the Fiscal 
Section to determine if the travel was performed as authorized in 
accordance with Standardized Government Travel Regulations and 
pertinent travel order. Any suspensions (deductio s) from the 
amount claimed will be reported to the traveler on an Administrative 
Audit Difference Statement" together with an explanation, where 
applicable, of the information necessary to support a reclaim of 
the amount previously suspended. , • 

U. TRAVEL SERVICES 

a. It is the responsibility of each traveler to prepare his travel 
voucher in proper fopm. However, upon request, the Travel Unit, 
Fiscal Section, will extend advice and assistance in connection 
■with the preparation of vouchers. The Travel Unit of the Fiscal 
: Section will also, when requested, render special services for 
military and naval personnel by making a pre-audit and examination 
of travel vouchers for accuracy . and compliance with regulations 
prior to their submission to the ><ar or l av y Disbursing Officer 
■ for payment. - 

?. GE NERAL IKFOId '.ATI 0, FOR THE TRAVELER 
a. Examine Orders 

The traveler 'should examine his travel order to determine that it 
specified all requirements includin 0 the mode of transportation' to 
, be used, the period to be covered, and the places to be visited. If 
J:;' ;>■ the order does 'not provide adequate coverage, an amendment should be 
L requested through proper channels' prior to the ti ~e trav-- 1 is beg-un. 
Maintain Records ' < - ’ ' - 
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expenditures as well as copies of official telegrams and paid 
receipts for official expenses when necessary. It is essential 
that the traveler have this information to enable him to prepare 
a correct reimbursement voucher. 

£• Purchase of Tickets 

It is the responsibility of the traveler to ascertain in all cases 
whether or not through tickets, excursion tickets or reduced ratei 
round trip tickets can be secured. The fact that the existence of' 
such rates may not have oeen known to the traveler does not relieve 
hiir. of responsibility of obtaining the lowest rates. It is essential 
that the traveler purchase a ticket that will adequately cover the 
period of his travel without incurring any unnecessary expense, 
irhen traveling by common carrier/ Government Transportation Requests 
which vri.il be furnished by the Travel Unit, Fiscal Section, must 
be used. 

• d. Return Unused Tickets 

Unused portions of tickets should be submitted attached to the 
travel reimbursement account. Standard Form 1012. 

e. Per. Diem 

The calendar day will be the unit used in computing the perdiem 
allowance for continuous travel of more than twenty-four hours. 

For fractional parts of a day at the commencement or ending of 
such continuous travel, one-fourth of the rate for a calendar day 
will be allowed for each period of six- hours of fraction thereof. 

No per diem will be allowed when the departure from official 
station is after 8:00 a.m. and the return on the same day is prior 
to 6:00 p.m. , or for any absence not exceeding three hours. Fcr 


STATINTL 


fr y ) ; 
fV, 
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STATINTL upon the continuity of the traveler's domicile at temporary 

STATINTL | duty shall be administratively determined in each case based 

upon the circumstances surrounding the leave, and final authority 
for such determination shall rest, with the bonded Certifying Officer 
who approved the account for payment, 
f. Leave TJhile in Travel Status 


If leave of absence of any kind begins or terminates wi thin the 
traveler's prescribed hours of duty, per diem allowance will termi- 
nate or begin at the same time. If the leave of absence does not 
begin or terminate within the traveler's prescribed hours of duty, 
the traveler will be regarded as being in subsistence status until 


midnight of the last day on which actual service is rendered pre- 
c e ding the leave of absence and from 12:01 a. in. of the day on which 
actual service is resumed. Fractional leave of absence wholly 


within a day, where for half of' the prescribed working hours or less, ]. 

will be disregarded for subsistence purposes* 'There it exceeds 
half cf the prescribed working hours, no subsistence will be allowed, 
g. Advance of Funds . ! 

Advance of official funds to cover the exjoenses of a vouchered 
employee while in a travel status, can be made only if the employee 
executes a Bond of Indemnity. The cost of the premium in securing 
such a bond V5«00) must be borne personally by the emoloyee. i 

6. FCREIGH- TRAVEL /■ / V'!-'- ' .V ' ] 

Bureau of the Budget Circular A-7, revised, dated £ September 1^6, .7; ,, { 

contains amendments to Standardized Government Travel Regulations. 


Faragraoh of these Regulations, set forth in Budget Circular A-7, 
provides in part that, "For travel on official business outside the 
continental limits of trie United States, a per diem allowance not 


5 



to exceed ,i>7»00 in lieu of subsistence expenses, may be allowed 
(except during the fiscal year 19U7 the maximum per diem allowance 
.shall be the amount prescribed in Appendix 1 of this. Regulation) • ' 
The P e r -diem allowances provided herein represent the maximum 
allowable, , not the minimum* " It is the responsibility of the 
officials authorized to issue travel orders and authorize, a per 


diem allowance to see that' the travel order 


authori z e d only such 


per' diem allowance : hot ; in excess of; the maximu: 
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$ Do o ember 19U6 _ y f ,V"‘\. 


25X1 A 

25X1 A . 


CENTRAL INTELLIGENCE GROUP 

IHST HtTCTIGN 

C. I. ft. ADMINISTRATIVE <MMf 
TRAVEL ALLOWANCES AND PER DIEM 


< ! / 


25X1A 


I . Application : 


This, Order shall apply only where travel allowances and 
per diem, are properly payable from unvouchered funds in ac- 
cordance with Special Funds Regulations. 

II. Subsistence Allowance Outside the United States : 

Bureau of the Budget Circular A-7, revised, dated £ Sept- 
ember 19U6, contains amendments to Standardized Government 
Travel Regulations. Paragraph 1|5, of these Regulations, set 
forth in Budget Circular A-7, provides in part that, "For 
•travel on official business outside the continental limits 
of '’the Cnited States, a per diem allowance not to exceed $7.; 00, 
in lieu of subsistence expenses, may be allowed (except during 
the, fiscal year 19U7 the maximum per diem allowance shall be 
the amount prescribed in Appendix 1 of this Regulation) . The 


per diem allowances provided herein represent the maximum al- 
lowable, not the minimum." It is the responsibility, of the 


officials authorized to issue travel orders and authorize a - • ] 

per diem allowance to see . that the travel orders, authorize, 'i . j 

v. ,; i'V-'."-'. ; ; •; 1 

only, such per diem allowance not . in excess of the maximum as , | 

are justified by the circumstances surrounding the travel-, I 

Therefore, in accordance with paragraph U5, "Care should be i \ 

exercised to prevent the fixing of a per diem allowance in . j 

’ . ' ’ i 

.excess of that- required to meet the necessary authorized 

i 

expenses.." Special Funds Regulation No. 1, paragraph 2*3, 
provides that travel, expenses -will be paid in the amount 


permitted by Law and the Standardized Government Travel Regur 
: lations. Therefore, the per diem allowance described in 
■Appendix- 1. of paragraph. L5, whj.ch Appendix is attached to 
■ .Bureau of the Budget- Circular A— 7, may be authorized by the 
persons to whom authority to issue ’.travel orders has been ; - 
granted. -Such, persons- include Chiefs of Missions^ Executive 
; for .Personnel and Administration,, Chiefs Finance Division, 
,>;and Chief, Fiscal Section. ' 

NERALj_0RDERMHB_ 


•V? 


nnMF.TnrawmTAT. 



^ '25X1 A 
25X1 A 
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| '•» U.v T ravel Allowances for ^rospoctive Empl oyees : 

S . Where prbspoctivo employees arc directed to report for 

V. 

..j assessment, travol allowances and per diom will .be in accord- 

| aiaoa with the following: 

J ■ Ac . ’./here the employee is directed to report for. 

ij . esses omen t and for whom the assessment report is un~ 

|i J. avoraole so as to bar employment , round trip travel 

!j.\ ; Expenses are authorized, ‘together with por diom for 

the necessary travel time and for the number of days 
; . ■ “he Government requires the individual to stay in 

f;i Washington * '■ 

B- Where the employee is directed to report for 
assessment prior to employment, and receives a favorable 
•.report and enters on duty immediately thereafter, no 
allowance will be paid for the travol to Washington* 
During the period required for actual assessment and 
.hi ter view, the employee' will be paid per diem. No 
.' or. cli om will be paid beyond the number . of days re— 

! . quire d for actual assessment 'and interview. 



C Where the prospective employee is directed 
! -o report for assessment and receives his assessment 
approval but requests permission to return home to 
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* a,! th’ a OWifeVjt .o v i .y.' /i: a - ' >,v t -i 


v-ixvd u;,: his affairs ■before accepting employment; oho- 
employee .will- be entitled to payment of travel >: xpenses 
j.or a. round, trrp from his home to .-Washington and return,- 
Per diem will be paid for necessary travel time and the 
bime of actual assessment and interview ana for any ad- 
ni donal days he as required to remain in Washington 
in the interests of the Government. Per diem veil not 
be paid where the employee remains .in Washington for 
l:..is own purposes. No transportation expenses or per 
diem will be paid if the employee docs not have to 
return home and eitheij^st.ays' in Washington at his own 
expense or returns homo for non-essential purposes,-: 
as distinguished from the necessary winding up - c.f his 
personal affairs and business# . . 




' \ ¥ ’ COWPTJjE^JA.;' ( ' ( ) 

% * ■' 1 - 1 ~'- 
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D 3 All vouchors for payment of the typo of ox- 

ponses listed in A,B, and C above will bo approved 
by the Branch Chief in accordance with Special Funds 
Regulations. However, the vouchers must bo forwarded 
prior to the approval of the Branch Chief to the Chief, 
Personnel Procurement Section of the Projects Support 
Division for approval, and his approval of the vouchers 
vail constitute certification that the travel stated 
was necessary in the Government interests; that the 
per diem covered only those days of travel or stay in 


Washington requested by the Government; and that the 


amounts stated are correct.. The prospective employee 
is entitled to first-class railroad faro and p ul l man 
charges, and he should be requested to obtain a round 
trup ticket. Where several days train travel would 
be required, the prospective employee may be authori- 
sed- to use air transportation, in which case he will 
be reimbursed for actual plane fare and per diem for 
the actual number of days although the total may be 
less than train and pullman plus the number 'of days 
required by train travel. Travel by automobulo will 
be reimbursed at the rate of $.03 per mile with mileage 
established in 'accordance . with War Department regula- 
ations. The amount of per diem to be paid will be in . 
accordance with Standardized Government Travel Regula- 
tions, 


IV* Per Diem Payments to Personnel on Temporary Dut y in 
Washington: 


. Employees who are employed with the intent that they shall 
report immediately after necessary-. training to an- overseas 
station may be granted a per diem allowance while, in training 
in accordance with the following: ■ .V 

A. Effective upon entrance on duty in Washington, 
a per diem payment not to exceed §6.00 may .ibe made for 
:: the first sixty days. After the sixtieth day, a per 
diem payment not to exceed $iu00 may be made. - 
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f 25X1A 
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{ 
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Be Per 'Tliom payments of this nature aro, authori- 
r.ed only for those personnel who arc hi rod for overseas 
duty and are required to report to Washington for tem- 
porary .duty in connection with processing and training 
prior to dispatch abroad. 



and Administration 



STATINTL 
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CENTRAL .INTELLIGENCE AGENCY 
Washington, D. C, . 


STATINTL 


ADMINISTRATIVE INSTRU CTION 

no. mm 


31 January 19 


STATINTL 

STATINTL 




SUBJECT: Travel 

(This rescinds Administrative Instruction 

(X ; '■T" w 

x 







XT 


5 


c 3. y 




1. General 



dated 20 July 19 1*8.) 


a. Travel orders will be issued by thq 
as otherwise stated. 


Budget Office except 


b. Chiefs of missions outside the corjftinental United States 
may authorize and approve temporary duty ilravel within their 
theater for employees under their jurisdiction., 


, Co Requests for travel or amendments! to travel orders (Form 
No. 3U-£) other than specified in "b' 1 abojre, shall be prepared 
in triplicate . One copy will be routed Hire ctly to the Trans- 
portation Division, Services Office, and Jthe original and, one copy 
routed to the Budget Office, through: 


C$4 oy ^taff Chiefs or Assistant Directors or their Deputies 
in the c asXs^Taf ^indd^ dual s under thfeir jurisdiction. 

. . j ^ . 

(2), Executive, in addition to #^’^B3^7*^«Gasjgg w involv- 
ing travel to be performed on confidential funds, exce^Sg'^- 
otherwise specifically provided in | Confidential Funds Regu- 
lations. , | 


(3) Personnel Officer, in addition to the above, in all 
cases involving' permanent change 0 $ station, and travel to 
first post of duty abroad and return from post of duty abroad, 


/ 


CW Executive p‘ir Deputy Director in the case of Staff 
Chiefs and Assistant Directors. I 

/ I . 

. \ d. Personal action, of each forwarding official must be indi- 
; cate d on the request. Staff Chiefs an|l Assistant Directors may 
delegate approving, authority to ' their deputies if desired. 


e» 11 //Re quests for domestic travel will be submitted in 
duplj^^te in sufficient time to. be processed and reach .the 
-Budget Office at least 1*8 hours prior to the actual departure 
time, for determination as to adequacy of justification and 
availability of funds. 


RESTRICTED 

-It... 
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I ’ • • ( 2 ) Requests 1 for foreign travel oust be submitted suf- 

! ficiently in advance .to permit required travel arrangernonts 

{: . prior to planned date of departure. Normally a minimum of 

j . two weeks is needed for such cases, 

(3) The necessity for travel must ;bc adequately sub- 
! stantiated on the request. General statements such as "off’i- 
! cial business," "confidential purposes," etc 0 , shouldnotbe 

used. 

f. The Transportation Division, Services Office, will: 

(1) Provide travel arrangement service. , , , ■•• 

j C 2 )' Verify that properly authenticated official orders 

havo been issued, and that security clearance, ohysical oxami— 
•• f„"\ . nation and immunization have been obtained, before releasing 

fY dhe tickets or transportation requests to the traveler, 

; C 3) Arrange for the issuance of passports; and visas. 

i ' S* Each person performing official travel shall .familiarize 

\ himself uvith the provisions of the .Standardized Government 'Travel 

i Regulations as' amended. Copies of the Regulations may be obtained 

■ j : . •. 1 from the Fiscal Branch, Budget Office, 

.] ■ Travel by Members of the A mod Service s Assigned to CIA 

| a. Armed Services personnel performing temporary duty travel 

r as necessary for CIA will be reimbursed for per diem and., travel 

f; costs in accordance with the travel regulations of the various 

[ Armed Services, 

j .b, Upon receipt of travel requests approved by; the Budget 

Office, the Naval Administrative Command or Headquarters Detach— 

■r A, mont will, issue appropriate travel orders. Two., copie s' of the 

fi orders will.be forwarded to the Fiscal Branch* Budget '.Office, 

t 3, Preparation and Submission of Vou chers 

a * T ^fvel vouchers must-be submitted to ' the Fi s ; cal Branch, 
Budget Office, upon completion of each trip, or, at the end of 
. j- - each calendar month in cases of extended travel^ Vouchers ; for 

-I travel authorized by a chief of an overseas post shall- be submit- 

! bo Lhe appropriate -post official for processing. •••Armed Serv- 

aces personnel shall give the necessary data to the Headquarters 
Detachment or Naval Administrative Command for the v preparation of 
vouchers and submission to the Fiscal Branch, •■' .;•• Y ' 

| ; • b# The Fiscal Branch. will provide advice and .assistance to 
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! STATINTL 

! / ■ 


traveling personnel for the prop&pdiion and submission of vouchors * 
The traveler should maintain accurate records of time of departure 
and arrival at all points, a record of official expenditures! cop- 
ies of official telegrams and receipts for official expenses when 
necessary , It is essential that the traveler have this informa- 
tion to enable reimbursement for official expenses paid by him. 

4. Repeated I.Iotor Truck Travel . 

The Budget Office may, upon the recommendation of the Services 
Officer, issue monthly blanket travel orders for truck drivers engaged 
in repeated official trips with CIA cargoes, and arrange for periodic 
submission of travel vouchors covering such repeated travel. 

This directive does not apply to travel to bo psrformod under 
provisions of Confidential Funds Regulations, 

FOR THE DIRECTOR OF CENTRAL INTtLLI ERCE: 


.cting Executive 


DISTRIBUTION: A 
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CENTRAL INTELLIGENCE AGENCY, 
„ Washington** ;D," C * . ' 


STATINTL 


STATINTL 

STATINTL 


ADMINISTRATIVE INSTRUCTION‘S 
NO:" g|| |.i':v 

SUBJECT'; Travel, 




'•*■0 : 


7 June 1949 


-r.1. 


I 


(This rescinds Aininidtra^ivfe'-lnstructidnl 


1. General 



dated 31 January 1949.) 








..... a. Travel orderkwill be. iaifueld by the Budget Office except as other- 
wise Stated, \ .\ • ■ '■ , 


/7s f y 

// ,<7 


■'CM, 


"XV 


A: 


V 


t. Chiefs of missions,. oqfsi'de the continental United States indy 
authorize and approve tdmporiqriy.&uty : travel within their theater f or employ- 


ees under their, Jurisdicti^O, B/ ; 


r rouxea directly to th\ Transportation Division/ Servio 
and the original and one copy routee^to the' Budget Office, • through-: 

(l) Staff. Chiefs, or Assistant Directors or their Deputies in 
iases of individuals under the iW jurisdiction, ' ‘ 


the oases 


(2) Executive,, in addition tp trikcibdve',' in cases involving 
travel to be performed on cbiifidential^fteids, except as ‘otherwise '7 
specifically prodded in Confidential Funda^Regulations , 

(3) Personnci 'Officer, in' addition ^ aiboirc, irt all cases 
■ involving permanent ohange .of station, and travel to first post of 

duty abroad arid freturn from post; of drity 'abroad; ^ 


,(4) Execp' jive or .Deputy Director in the case oKstaff Chiefs 
T*.and Assistant 'Directors \ i:." •• V 


d. Personal action cfeachforwardirig official mustbe in&ipated on 
the request. Staff Chiefs and Assistant Directors may delegate altorc ’ 
authority to their deputies if desired. 


V 


e. (1) Requests for domestic travel yill be . submitted in duplicate 
in sufficient time to be processed ariel 'reach ,; tiie Budget Office at 
least 48 hours prior to the actual departure time, for determination 
as to adequacy of justification and availability of funds; 


- 1 - 


RESTRICTED 
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(2) Requests for foreign', travel, must be submitted sufficiently 
in advance to permit required travel and medidal arrangements prior 
to planned date of departure. Traveler^ Will personally contact the 
Transportation Officer, Services Office, at least six weeks before 
planned' ‘date of departure in order to facilitate travel arrangements, 

(3) The necessity for travel must be adequately substantiated 
on the request. General statements such as "official business," 

vv "confidential purposes ; e to, should nqt be used, ; ; 

f. The Transportation Division, Services Office, wills 

(1) Provide travel arrangement service, 

(2) Verify that properlycuthenticated'official order shave 
been issued, and that security clearance, physical examination and 

. immunization have been.'Obtained, before, releasing the tickets or 
transportation ' request s^o.^ 

(3) Arrange for the issuance of passports and visas, 

’‘S'* . Each person performing;^ himself 

v .y/ith the provisions' of Regulationsas . 

' amended,, ' Copies of. thel Regulat'ipns: may; bq. 'obtaihGct'f rom the Fiscal Branch, 
Budget "Off ice, v ' ;,v 

2. ' Physical Examinations .f or Vbucliered foreign Travel . 

.. a, A complete physical examination; and required immunisation is neces- 
sary;^thin : 7.0 days..! prior 'tb, .'dfep^ture'; .t^'qve'rs.ehs . 

b. An additional phjrs'ical' 1 examination to insure freedoim from communi- 
cable . diseases is required. 4jS.hqin:s before departure from Washington, 

' c, A returnee physi.Q^ ; ex^’inati.on^ ^ is.- required within 'fjdays after 
returning to Washington' from bverseas assignmont , 

d. Requests f or physical examinations will be ; forwarded to tho Physi- 
cal Requirements Officer . Medical Services Division, including the following 
information, not less -than fifty: (50). .-days., prior to estimated date, of de- 
partures';';''.': V hr. ' • • V ' ' , ; ■■ 

(1) Name of Branch, • ■ ' - ) -x . 

,^ W 7;^;;.;/:.(2h::Ndma ciJ^Tr^veier;*: : ; v '. : "X • 

■ ( 3 i . . 'iD€^tih4ti(.pnV i . XX -XX 




-i- 
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; (4) Typ.Or.jO^ Examination Roquired. (Ovorsons or Returnee), 

• ■ (5) Dato o£ Departure, ■ . 

(6) Type of Duty (Tempotfaty or Ponnanont)* • a,. v 

(7) Route of Travel, 

(8) Mode of Travel, 

3* Travel by Members of the Armed Services Assignod to CIA 

a. Armed Services personnel performing temporary duty travol as 
necossary for CIA will be. reimbursed for por diem and travol costs in 
accordance with the travel regulations of the various Armed Sorvicos, 

b„ Upon receipt of , travel requests approved by the Budget Office, 
the Naval Administrative Command or Headquarters Detachment will issue 
appropriate travel ordors® Two copies of tho orders will be forwarded 
to tho Fiscal Branchs Budget Qffico. 

4* Preparation and Submission of Vouchors 

a® Travel vouchers unust be submitted to the Fiscal Branch, Budget 
Office, upon completion ok each trip,* or at the end of each calondnr month 
in cases of extended travel.* Vouchors for travol authorized by a chief of 
an ovorseas post shall bo submitted to the appropriate post official for 
processing, Arrnod Sorvicos personnel shall givo tho necessary data to tho 
Headquarters Detachment or Naval' Administrative Command for the preparation 
of vouchers and submission to tho Fiscal Branch® 

b. The Fiscal Branch will provide advico and assistance to traveling 
personnel for tho preparation andisubmission of vouchers. The traveler 
should maintain accurato records c»^ time of departure and arrival at all 
points, a record of official expenditures, copios of official telegrams 
and roccipts for officiai oxpenscs when necossary. It is essential that 
the travolor have this ^information to\enable reimbursement for official 
expenses paid by him. ■* 


\ 


5* Repoatod Motor Tfuck Travel 


f 


Tho Budget Qffico may, upon tho ro commendation of the Services Officer, 
issue monthly blankot travel ordors for truckXdrivcrs engaged in repeated 
official trips with CIA cargoes, and arrango f or periodic submission of 
travol vouchers Covering such ropoatod travol, \ 

\ X JO 


-3r- 

RESTRICTED-: 
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6 1 _ d f J ro ° t i vb apply to - travel' to ,! ¥o performed "undo* provisions 
of Confidential Funds Regulations only to tty> extent that it is not in 
conflict with those regulations. ■■ ■■; : 


FOR THE DIRECTOR "oF'CENTRAL INTELLIGENCE : 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C« 


STATINTL 


ADMINISTRATIVE IN STRUCTION 
NUMBER 


(This supplements Administrative Instruc- 
tion ^^Jdatod 5 December 1946) 

SUBJECT: ComptroHer\General r s Decision Regarding Traveling Expen' 
Personal Convenience - Return to Headquarters Upon Illne 
Without Completion of Temporary Duty 

1. The Comptroller General on 20 October 1947 issued Decision 
No. B-7005S relating to theVbove subject. 

\ 

2. The decision states \bhnt where an employee is taken ill while 
in travel status necessitating 'his return to headquarters without com- 
pleting the duty assigned, he is\. not entitled to reimbursement for the 
expense of the return trip nor fo\ per diem for such period of travel. 
However, where the illness occurs fqasonably coincident with the termi- 
nation of official duty in a travel Status., reimbursement may be allowed 
in an amount not to exceed the amount \hat would have been incurred if 
the employee had returned immediately, aftqr the completion of his 
official duties. By failure of the employe^ to complete the duties 
assigned while away from his official headquarters, an additional ex- 
pense or burden may be placed upon the Go vernme'ht through the necessity 
of assigning another employee to complete the unfinished task. 

3. The sum payable to the employee for travel for the period prior 
to illness is to be applied against the cost of Government travel in 
returning to headquarters. Any additional amount remaining d.ue will be 
collected from thu employeo, by' administrative action. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Executive for 
Administration and Management 


DISTRIBUTION: A 
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R-E-S-T-R-I-C-T-E-D 

CENTRAL INTELLIGENCE' AGENCY 
Washington, D, C, 


ADMINISTRATIVE INST RUCTION 

NO, ■■■ 


I July 1949 


w. 


SUBJECT: Travel Allowances (interim ins truQtions) . 

\ / 

1, Pursuant to the, provisions of Eeblic Law 92 (Slst Congress) 
approved 9 June 1949 and iln accordance //ith Bureau of the Budget Circular 
A-7 (revised effective 1 July 1949) this Agency shall authorize and pay 
allowances for civilian ofmcers and^eraployees in a travel status not to 
exceed the following: V* f 

,v. v.w> ./ . A ■ / ■ 

a* A per diem rate- of fight dollars in the continental 
United States and rates prescribed by the Bureau of the Budget 
Circular A-7 for travel ofyt*side the United States (see attach- 
ment) . . -f 

b, A mileage rate of per mile for use of privately 
owned car when such mode? of transportation is authorized or 
approved as being more J&dvantageous to the Government. 


2„ For extended periods of temporary duty 

United States, the' following schedule of rates shall apply: 


I in the 


/ 


/First 60 days -48,00 


Second 60 days - 6,00 
Third 60 days -• 3.00 


. t : 


oct: ^ 


Absence of 10 days of less shal^no^b^considered as interrupting the 
continuity of temporary 

3* The per diem and mileage rates set forth herein are the maximum 
allowable And officials authorized to issue travel orders will reduce the 
stipulated; rate whenever available information indicates that the jiaadmum 
rates will exceed the necessary official traveling expenses, ^.The request- 
ing and approving officials of each organizational unit concerned should 
be in a position to justify the rate(s) requested,^Feh^ing the completion 
of a study now in progress and tho asscrablageof^experienco data, the appro- 
val of the request by the initiating ^fioe^sfiall be deemed a certificate 
that the rate (s) stipulated in tho-recuest are not in oxcoss of the amount (s 
normaJJy rcqiiired..to.jrioetrtEo^nccessary official travel expenses at the loca 
tion(s) listed and under the circumstances. 


- 1 - 

R-E-S-T-R-I-C-T-E-D 
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R-E-S-T-R-I-d-T-E-D 

) 


MAXIMUM 


MAXIMUM 

LGCALITY 

PER D.IEM RATES ■ 

LOCALITY PER DBM RAW 

Afghanistan 

$ 6 .00 

Netherlands 

$ 10,00 

Andorra 

10.00 

Netherlands East Indies 

12.00 

Australia 

6.00 

Netherlands West Indies 

10.00 

Austria 

6.00 

New Caledonia 

6,00 

Bahamas 

12.00 

New Zealand 

6.00 

Belgium 

12.00 

Norway. . .. ; • 

. 10.00 

Belgian Congo 

10.00 

Panama ' 

10,00 

Bermuda 

12.00 

Paraguay 

6.00 

Brazil 

10.00 

Peris , France 

10.00 

British Honduras 

. 6,00 

Peru 

6.00 

British Malaysia 

• 10.00 , 

Philippines, Republic 


Bulgaria 

10.00 

except Manila 

34.00 

Burma 

10,00 

Poland 

• 12.00 

Ceylon 

10.00 

Portugal, except 


Cyprus 

10.00 

Azores and Madeira Islands 

10.00 

Czechoslovakia 

10.00 

Azores and Madeira Islands 

6.00 

Denmark ■••:X .v . 

10,00 

Rome, Italy 

10.00 

Dominican Republic 

10.00 

Rumania 

12.00 v 

Egypt 

10.00 

Santos, Brazil 

10.00 

Estonia 

18.00 

Sao Paulo, Brazil 

10.00 

Fiji Islands 

6.00 

Shanghai, China 

10.00 

French Indo China , . 

10.00 

Society Islands 

6.00 

French West Indies 

6,00 

Spain, except Canary Islands 

10.00 

Germany 

6,00 

Canary Islands 

6,00 

Gibraltar 

6,oo 

Surinam 

6.00 

Greece 

10.00 

Sweden 

10.00 

Greenland 

6.00 

Switzerland 

10.00 

Havana, Cuba 

12,00 

Turkey 

10.00 

Haiti 

10.00 

Union of Soviet Socialist 

. .. 

Hong Kong 

10.00 

Republics 

18.00 

Hungary 

14.00 

Uruguay 

10.00 

Iceland 

10,00 

Vatican City 

10.00 

India 

10.00 

Venezuela 

18.00 

Iraq 

10,00 . 

Yugoslavia 

14.00 

Israel 

15.00 

Other Localities 

8.00 

Japan 

6.00 

’ .. ..... • / 


Korea 

, 6.00 

• 


Latvia 

18.00 



Liberia 

10,00 



Liechtenstein 

10.00 



Lithuania 

18,00 



London, England 

10.00 



Luxembourg 

10,00 

Ol 7. LM4 / inp G/bi 

Madagascar 

6.00 



Manila, Republic 




Philippines 

16.00 

^nmn racing - '.' 

Mexico, except Mexioo 



s * 

D. F. 

6,00 
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4t The provisions of this Instruction oro offoctivo 1 July 1949 and 
shall romain in of foot until revised regulations can bo promulgated on tho 
basis of further study and experience. 


FOR THE DIRECTOR CP CENTRAL INTELLIGENCE: 



Japtain, uaw / 
Executive 


Attachment: 

Extract from Bure ait of the Budget Circular A-7. 


DISTRIBUTION: A. 


’ , ! (J 
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R-E-S-T-R-I-C-T-E-D 


CENTRAL INTELLIGENCE AGENCY 
Washington, D, C, 


STATINTL 


' J ADMINISTRATIVE INS TRUCTION 
.‘NO. HH 


1 July 1949 


SUBJECT: Travel Allowances (interim instructions) 


STATINTL 


1* Pursuant to the provisions of Public Law 92 (81st Congress) 

J ’ approved 9 June 1949 and in accordance with Bureau of the Budget Circular .• 

, A-7 (revised effective 1 July 1949) this Agency shall authorize and pay 
" allowances for civilian officers and employees in a travel status not to 
exoeed the following: 

a* A per diem rate of eight dollars in the continental 
' United States and rates prescribed by the Bureau of the Budget 
Circular A-7 for travel outside the United States (see attaoh- 
ment) . 

b, A mileage rate of 7{J per mile for use of privately 
a owned car when such mode of transportation is authorized or 

r,,y approved as being more advantageous to the Government. STATINTL 

For extended periods of temporary duty i n the 

United States, the following schedule of rates . L r 

First 60 days - $8.00 

, Second 60 days - 6.00 

Third 60 days - 3,00 ' y a 

Absence of 10 days or less s hall not be conside red as interrupting the 
continuity of temporary duty^^^^J^^^I^ 

3, The per diem and mileage rates set forth herein are the maximum 
allowable and officials authorized to issue travel orders will reduce the 
stipulated rate whenever available information indicates that the maximum 
rates will exceed the necessary official traveling expenses. The request- . 
ing and approving officials of each organizational unit concerned should .. 
be in a position to justify tho rate (s) requested. Pending the completion ! 
of a study now in progress and tho assemblage of experience data, the, appro- 
val of the request by the initiating office shall be deemed a certificate 
that the rate(s) stipulated in the request are not in excess of the amount(s) 
normally required to moot the necessary official travel expenses at the loca- 
tion^) listed and under the ciroumstoncos. 


r-E-S-T-R-I-C-T-E-D 
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i ■ 

MAXIMUM 


MAXIMUM 

s LOCALITY 

PER DIEM RATES 

LOCALITY PER DIEM RATE 

j Afghanistan 

# 6,00 

Netherlands 

$ 10,00 

Andorra 

10,00 

Netherlands East Indies 

12.00 

Australia 

6.00 

Netherlands West Indies, 

: 10.00 

Austria 

6.00 

New Caledonia 

6.00 

Bahamas 

12.00 

New Zealand 

‘ 6.00 

| , Belgium 

12.00 

Norway, ■ 

10.00 

,j Belgian Congo 

10.00 

Panama 

10.00 

Bermuda 

12.00 

Paraguay 

6.00 

Brazil 

10,00 : 

Paris, Franoe 

10.00 

British Honduras 

. 6.00 

Peru 

6.00 

j British Malaysia 

10.00 

Philippines, Republic 

\ ,1 

1. Bulgaria 

10.00 

except Manila 

;i 4 .oo 

f Burma 

10.00 

Poland 

12.00 

Ceylon 

10.00 

Portugal, except 


| Cyprus 

10.00 

Azores and Madeira Islands 

10.00 

r Czechoslovakia 

10.00 - • 

Azores and Madeira Islands 

6.00 

f Denmark . <• 

10.00 „ 

Romo, Italy. ' V,' 

10,00 

r. Dominican Republic 

10.00 

Rumania 

12.00 

j Egypt 

10.00 

Santos, Brazil 

10.00 

[ Estonia 

18.00 

Sao Paulo, Brazil 

10.00 

Fiji Islands • 

6.00 

Shanghai, China 

10.00 

French Indo China 

10.00 

Society, Islands 

6.00 

f French West Indies 

6.00 

Spain, except Canary Islands 

10.00 

j. Germany 

6.00 

Canary Islands 

6.00 

i Gibraltar 

6,00 

Surinam 

6.00 

Greece 

10.00 

Sweden 

10.00 

j Greenland 

6,00 

Switzerland 

10,00 

i Havana, Cuba 

12.00 

Turkey 

10.00 

f Haiti 

10.00 

Union of Soviet Socialist 


l Hong Kong 

10.00 

Republics 

18.00 

l Hungary 

14.00 

Uruguay 

10.00 

!;■■ Iceland 

10.00 

Vatican City 

10.00 

[ India . 

10.00 

Venezuela 

... 18.00 

j-,.. Iraq 

. 10,00 

. Yugoslavia 

14.00 

i Israel 

15.00 

Other Localities 

8,00 

Japan 

6.00 



Korea 

6.00 



Latvia 

18.00 



1 Liberia 

10,00 

■ ..... .... ^ . . • t . • - 


Liechtenstein 

10*00 

. .. ?.... 


Lithuania ! 

18.00 

. •' V ■ ; ‘T' 


London, England 

10.00 



Luxembourg r 

10,00 

r - ..... ' , 


Madagascar 

6. CO . 

i ...; , . v, r .. v , • .■ ,... 


Manila, Republic 

'‘-Vi 

. . ..- , .• , ... '. ... :■ '. ■, V;' . 


Philippines 

16.00 ; 

• l./y- • -v ‘ . r • , 


Mexico, except Mexico 




D. F, 

6,oo 




R-E-S-T-R-I-C-T-E-D 
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R-E-S-T-R-I-C-T-fi-b 

4 . The provisions of this Instruction arc effootive 1 July 1949 and 
shall ro mn i n in of foot until revised regulations can bo promulgated on tho 
basis of further study and experience . 

FCR THE DIRECTOR QP CENTRAL INTELLIGENCE: 


STATINTL 


Attachment: 

Extract from Bureau of the Budget Circular A-7. 
DISTRIBUTION: A. 



Executive 



- 2 - 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C* 




STATINTL 

(This supplemorrts Administrative Instruc- STATINTL 

tion^^Jdated 5 December 1946) 

SUBJECT: Comptroller General's Decision Regarding Traveling Expenses - 
Personal Convenienco - Return to Headquarters Upon Illness 
V Without Completion of Temporary Duty 

1.. The Comptroller General on 20 October 1947 issued Decision 
No. ‘ B -70053 relating to the above subject. 

2, The decision states that where Rn employee is taken ill while 
in travel status , necessitating his return to headquarters without com- 
pleting the duty assigned, he is not entitled to reimbursement for the 
expense of the return trip nor for per diem for such period of travel, • 
However, where the illness occurs reasonably coincident' with the termi- 
nation of official duty in a travel status, reimbursement may be allowed 
in an amount not to exceed the amount that would have been incurred if 
the employee had. returned immediately after the completion of his 
official duties. By failure of the employee to complete the duties 
assigned while away from his official headquarters, an additional ex- 
pense or burden may be placed upon the Government through the necessity 
of assigning another employee to complete the unfinished task. 

3. -The sum payable to the employee for travel for the period prior 
to illness is to be applied against the cost of Government travel in 
returning to headquarters. Any additional amount remaining d.ue will be 
collected from the employee by administrative action. 


ADMINISTRATIVE I NSTRUCTIO N 
NUMBER HH 


5 January 1948 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. . 


ADMINISTRATIVE- 'INSTRU CTION"' 

NO. . ' ■■■ 




SUBJECT: . Travel* . 

(This rescinds AdmdriistWijiyb instruction I 


■7. June 1949 


dated '31 January 1949. ) 


1, General 




a* Travel orders will* be "indued by the Budget Office except as other- 
wise , stated.. : . . . . ’V ; ^4; . 

b. Chiefs ofmissions.joutside the contlne'ntal United States may 
authorize and approve temporary duty travel within their theater for employ- 
ees under their jurisdiction, 

c, Requests for travel or amendments to travel orders (Form No, 34-5) 
other than specified, in. I'b 11 ,ab.ove : , 's^hall be prepiared in triplicate. One 
copy will be routed .directly to the- Trahsportatibn Division, Services, Office 
.and the or iginal and one copy 'routed’ t# -the Budget Office, through 

(l) Staff Chiefs or Assistant Directors or their Deputies in 
the cases of individuals under their . jurisdiction, 

l * • (2) Executive, in addition to the above, in cases involving 

travel to be performed on confidential funds, except as otherwise 
specif ically. provided in Confidential Funds Regulations, 

(3) Personnel Officer, in' addition- to -the above, in all -cases 
Involving permanent change of station, and travel to first post -of' 

*•. duty abroad and return from post of duty abroad, ; 

(4) Executive or Deputy Direotor in the case of Staff Chiefs . 
and Assistant Directors, 

• d. Personal action, of. each -forwarding official must be indicated .qn 
the request* Staff Chiefs' and Assistant Directors may delegate approving 
authority to their deputies if desired, 

e, (1) Requests for domestic travel will be submitted in duplicate 
in sufficient time to be processed; and reach the Budget Office at 
least 48 hours prior to the actual ‘departure time,, for determination 
as to adequacy of justification and availability of funds. 


- 1 - 
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(2) Requests foi? ; foreign travel must' fee submitted sufficientiy 
in advance to permit required, travel and medical arrangements prior 
to planned date of departure. Travelers will personally contact the 
Transportation Officer, Services Office, at least six weeks before, 
planned date of departure in order to facilitate travel arrangements. 

(3) The necessity for travel must be adequately .substantiated 
on the request. General statements such as "official business, " 

, •-'‘confidential pur^pQses, !! eta.. , should not ,be used. - . 

f. The Transportation Division, Services Office, will: 

(1) Provide travel arrangement service. 

(2) Verify that properly authenticated official orders 'have. s 
been issued, and that security clearance, physical examination alia 
immunization, have been,. obtained, before releasing.. the tickets .or 
transportation'- requests.^ to the .travqler,' ( “ ... . 

(3) Arrange for the issuance of passports and visas. 

* ,g* Each person, performing official travel , shall familiarize' himself 
withjfche prov is ions : ,bf 't^f. Standardized Government.. Travel Regulations as 
amende<U.l,.C6pip&’c£-;i^^^^ .obtain^vfV? 1 ’ 1 '^ Fiscal Branch, 

Budget Office,' \ f: ' ' 

2, Physical Examinations.' for Voucherod Foreign. Travel . 

,a* A complete-. physical examination and, required immunization is neces- 
sary ..within- 70 day#. • .prior '..'iofdeparture 'to . oye^feaa^ , 

b. An additional physical examination to insure freedom from communi- 
cable : diseases is- required .48 hours before departure, from Washington. 

c. A returnee, physical: examination is. requ'lrpd within 5 days after 
returning to Washington from overseas assignment. 

d. Requests for physical examinations to the Physi- 

cal Requirements Officer . Medical Services Division > including the following 

. information, not less than- fifty (5Q) days prior ..to ..estimated date of de- 

par tm-e: ...... /• i ?{’ V... 

(l) Name of Branch. 

i . • . ( 2). v .Name, of .Traveler. '. . ‘ ,'V'\ ' ; 

(3) Destination. ... 


--■■RESTRICTED 
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(4) Typo of Examination Roqulrod (Ovorsoas or Returnoo). 
< ■ (5) Dato of .-. Departure, , \- 

(6) Type of Duty (Temporary or Permanent)* 

(7) Route of Travel, 

(C) Mode of Travel, 



3 • Travel bv Membe rs of the Armed Services Assigned to CIA 

a. Armed Services personnel performing temporary duty travol as 
necessary for CIA will:b.e..'fbimbursod for per diem and travol costs in 
accordance with the travel;.. regulations of the various Armed Sorvices, 

b. Upon receipt of travol requests approved by tho Budget Office, 

the Naval Administrative Command or Hoadquartcrs Detachment will issue 
appropriate travol ordora. Two conies of tho orders will bo forwerdod 
to tho Fiscal Branch, Budget Office, , ,p;. 


4* 


of Vouchors 


a. Travel vouchers must be submitted to tho Fiscal Branch, Budget 
Office, upon completion of each trip, or at the end of oaeh -calendar month 
in casos of extended travel. Vouchors for travol authorized by a chief of 
an overseas post shall bo submitted to the appropriate post official for 
processing, Armod Services personnel shall givo tho necessary data to the 
Hoadquartors Detachment or Naval Administrative Command for tiio preparation 
of vouchers and submission 'to tho Fiscal Branch, 


b. The Fiscal Branch will provide advice and assistance to trave lin g 
personnel for tho preparation and submission of vouchors, Tho traveler 
should maintain accurate records of time of departure and arrival at all 
points, a record of official expenditures, copies of official telegrams 
and receipts for official expenses when necessary. It is essential that 
the travelor have this information to enable roimbursoment for official 
expenses paid by him, 

5# Repeated Motor Truck Travel 

The Budget Office may, upon the recommendation of the Services Officer 
issue monthly blanket travol ordors for truck drivers engaged in repeatod 
official trips with CIA cargoes, and arrango for poriodic submission of 
travel vouchers covering such ropoatod travol. 


-3- 
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1. General ' 

a. Travel orders vvill be issued by the Budget Office except 
as otherwise stated, 

b. ' Chiefs of missions outside the continental United States 
may authorize and approve temporary duty travel within their 
theater- for employees under their jurisdiction,, 

,^®Q ues ^ s f°r travel or amendments to travel orders "C Form 
No. 34-5) other than specified in »b» above, shall be prepared 
in triplicate. One copy will be routed directly to the Trans- 
portation Division, Services Office, and the original and one copy 
routed to the Budget Office, through; 

(1) Staff Chiefs or Assistant Directors or their Deputies 
in the cases of individuals under their jurisdiction. " 

(2) Executive, in addition to the above, in cases involv— 

ing travel to be performed on confidential funds, except as 
otherwise specifically provided in Confidential Funds Regu- 
lations. » 

(3) Personnel Officer, in addition to the above, in all 
cases involving permanent change of station, and travel to 
first post of duty abroad and return from post of duty abroad. 

C4) Executive or Deputy Director in the case of Staff 
Chiefs and Assistant Directors 0 

. d. Personal action of each' forwarding official must be indi- 
cated on the request. Staff Chiefs and Assistant Directors may 
•'• 'delegate .approving authority to their deputies if desired. 

3. CD Requests for domestic travel will be submitted in 
duplicate in sufficient time to be processed and reach the 
Budget Office at least 48 hours prior to the actual departure 
time, for determination as to adequacy of justification and 
availability of funds. 


RESTRICTED 
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(2) Requests -for 'foreign 'travel nus;t. be submitted suf- 
ficiently in advance to permit required travel arrangements 
prior to planned date of departure. Normally a minimum of 
two weeks is needed for 3uch cases, 

(3) The necessity for travel must; be adequately sub- , 
stantiated on the request. General statements such as "offi- 
cial business," "confidential purposes," etc., should, not be , 
used, 

f. The Transportation Division, Services Office, will j 

(1) Provide travel arrangement service, 

(2) .. Verify that properly authenticated official orders 

have been issued, and that security clearance, ohysical exami- 
nation and immunization have been obtained, before releasing 
the tickets or transportation requests to 'the traveler; 

(3) Arrange, for - the issuance of passports .and visas. ; 

. g. Each: person performing official travel shall familiarize 
himself. with the, provisions of the Standardized Government' Travel 
gulations as amended. Copies of the Regulations may be ‘ obtained 
from the Fiscal Branch, Budget Office., ■ , , 

2, Travel by Members, of the Armed Services Assi gned to CIA 

a, Armed Services; personnel performing temporary?- duty travel 
as necessary for CIA will be reimbursed for per diem and travel 
costs in accordance with the travel regulations of the various 
Armed Services* ......... 

.b. Upon receipt of travel requests approved by', the Budget 
Office, the Naval Administrative Command or Headquarters Detach- 
ment will issue appropriate travel orders. Two copied of the 
orders will be. forwarded- to the - Fiscal Branch, ; Budget Office, 

3. Preparation and Submission of Vouchers 

a. Travel vouchers must be submitted to. the Fiscal Branch, 
Budget Office, upon completion of each trip, or at the end of 
.each calendar .month in cases, of extended travel. • : Vouche r§ ;■ for 
‘travel authorized by a chief of an overseas post shall be submit- 
ted to the appropriate .post official for processing. Armed Serv- 
ices personnel shall give the necessary data to the Headquarters 
Detachment or Naval Administrative Commandr.f or the preparation of 
vouchers and. submission to the Fiscal Branch. . 

fiscal .Branch VijLll provide advice and assistance to 


- 2 -/ ■ 
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! traveling personnel for the preparation and submission of vouchors. 

The traveler should maintain accurate records of time of departure 
and arrival at all points, a record of official expenditures, cop- 
ios of official telegrams ard receipts for official expenses when 
necessary. It is essential that the traveler have this informa- 
tion to enable reimbursement for official expenses paid by him, 

!w Repeated Motor Truck Travel 

! The Budget Office may, upon the recommendation of the Services 

| Officer, issue monthly blanket travel orders for truck drivers engaged 

I in repeatod official trips with CIA cargoes, and arrange for periodic 

I submission of travel vouchers covering such repeated travel, 

| 5, This directive does not apply to travel to be performed under 

[ provisions of Confidential Funds Regulations, 

I FOR THE DIRECTOR OF CENTRAL INPELLI jS NCE: 

! 


Acting Executive 


DISTRIBUTION: A 


RESTRICTED 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D, C, 


ADMINISTRATIVE INSTR UCTION 

Bi 

SUBJECT: Travel 

(This -rescinds Administrative Instruction! 
2 March 19 1|8.) 


1. Genera l 

a. Travel orders will be issued by the Budget and Finance 
Branch, A&M, except as otherwise stated. 

b. Chiefs of missions outside the continental United States 
may authorize and approve temporary duty travel within their 
theater for employees under their jurisdiction. 

c. Requests for travel or amendments to travel orders (Form 
No.. 3h-5) other than specified in "b n above, shall be prepared 
in triplicate. One copy will be routed directly tp the Trans- 
portation Division,, Services Branch, A&M, and the original and 
one copy routed to the Chief, Budget and Finance Branch, through: 

CD Staff Chiefs or Assistant Directors in the cases 
of individuals under their jurisdiction. 

(2) Executive for Administration and Management, in ad- 
dition to the above, in cases involving travel to and from 
continental United States, and travel to be performed on 
unvouchered funds. 

(3) Chief, Personnel Branch and the Executive for Admin- 
istration and Management, in addition to the above, in all 
cases involving permanent change of station, and travel to 
first post of duty abroad and return from post of duty abroad, 

(U) Executive or Deputy Director in the case of Staff 
Chiefs and Assistant Directors. 

d. Personal action of each forwarding official must be indi- 
cated on the request. Staff Chiefs and Assistant Directors may 
delegate approving authority to their deputies if desired. 

e. Requests will be submitted in duplicate in sufficient time 
to be processed and reach the Budget and Finance Branch at least 
1±8 hours prior to the actual departure time, for determination as 

RESTRICTED 
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to adequacy of justification and availability of funds. The neces- 
sity for travel must be adequately substantiated on the request. 
General statements auch as "official business,” "confidential pur- 
poses," etc,, should not be used. 


f. The Transportation Division, Services Branch, A&M, will; 

(1) Provide travel arrangement service, 

(2) Verify that properly authenticated official orders have 
been issued, and that security clearance, physical examination 
and immunization have been obtained, before releasing the tickets 
or 'transportation requests to the traveler. 

(3) Arrange for the issuance of passports and visas. 

g. Each person performing official travel shall familiarize 
himself with' the provisions of the Standardized' Government Travel 
Regulations as amended. Copies of the Regulations may be obtained 
from the Fiscal Division, Budget and Finance Branch, A&M. 

2. Travel by Members of the Armed Services Assigned to CIA 

-a. Armed Services personnel performing temporary duty travel 
as necessary for CIA will be reimbursed for per diem and travel 
costs in accordance with the travel regulations of the various Armed 
Services. 

b. Upon receipt of travel requests approved by the Budget and 
Finance Branch, the Naval Administrative Command or Headquarters 
Detachment will issue appropriate travel orders. Two copies of the 
orders will be forwarded to the Fiscal Division, Budget and Finance 
Branch. 

3. Preparation and Submission of Vouchers 


a. Travel vouchers must be submitted to the Fiscal Division, 
Budget and Finance Branch,. A&M, upon completion of each trip. 
Vouchers for travel authorized by a chief of an overseas post shall 
be submitted to the appropriate post official for processing. 

Aimed Services personnel shall give the necessary data to the 
Headquarters Detachment or Naval Administrative Command for the' > 
preparation of vouchers and submission to the Fiscal Division. 


b. The Fiscal Division will provide advice and assistance to 
traveling personnel for. the preparation and submission of vouchers. 
The ..traveler should maintain accurate records of time of departure 
and arrival at all points, a record of official expenditures, cop- 
ies of official. telegrams and receipts for official expenses when 
necessary. It is essential that the traveler have this informa- 
tion to enable reimbursement for official expenses paid by him. 
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in This directive does not apply to travel to be performed on 
unvoucherod funds by: 

a* Personnel of OSO. 

b, Personnel of field offices of the Contact Branch, 00, for 
travel within their areas, 

c. Personnel of field offices of the Executive for Inspection 
and security for travel within their areas, 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

STATINTL 

Executive for 

Administration and Management 

DISTRIBUTION: A 


RESTRICTED 
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CENTRAL INTELLIGENCE AGENCY 


fi (j 

i <1 JJ 


i STATINTL Washington, D, C. 

STATINTL ADMINISTRATIVE INSTRUCTION 
NO, ' ; 



I ■■■■■■■■■■ 

^TATINTL 

■ r . 
j 

STATINTL 

( 

!. 

I 

[ A.. 

i STATINTL 

I : 


SUBJECT: Travel 

Recisions: a. Administrative Instruction dated $ Decem- 

ber 19 i|6, subject: Travel Instructions for Civil- 
ian Employees; Travel Al lowances and Per Diem. 

b. Administrative Instruction dated 5 Janu- 

ary I9I48, subject: Comptroller General's Decision 
Regarding Traveling Expenses - Personal Convenience- 
Return to Headquarters Upon Illness Without Comple- 
tion of Temporary Duty. 

c. Administrative Instruction dated 8 July, 

1?47, subject: Temporary Aad^^nal Duty Travel 
Orders for Navy Personnel, . 




! 



1, General 


a. Effective V~> March 19 U8, travel orders will be issued by the 
Budget and Finance Branch, A&M, rather than the Services Branch, A&M, 
except as otherwise stated, 

b. The Naval Administrative Command and Headquarters Detachment 
will issue Travel Orders for Armed Services personnel after requests 
have been processed by the Budget and Finance Branch, A&M. 

Chiefs of missions outside the continental United States may 
authorize and approve temporary duty ' travel within their theater for 
employees under their jurisdiction. 


d. . Requests for travel or amendments to travel orders (Form - No, 
34-5 or No, 36-23) other than specified in »c» above, shall be pre- 
pared in- duplicate, and routed to the Chief, Budget and Finance ‘ 
Branch, through: . - ' 

_Cl) Staff Chiefs or Assistant Directors in the cases of 
individuals under their jurisdiction, ' 

.. ( 2 ) Executive for A&M, in addition to. the above, in cases 

involving travel to and from continental United States, and 
travel to be performed on unvoucherea funds. 

. _ Chief, Personnel Branch, and the Executive for A&M, 

m addition to the above, in all cases involving permanent 
change of station. 


(U) Executive or deputy Directors in the case of Staff 
Chiefs and Assistant Directors. ; 


( * 5 . 1 * 0 ) 
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e. Personal action of each forwarding official must be indicat- 
ed on the request* Staff Chiefs and Assistant Directors may dele- 
gate approving authority 'to their deputies if desired. 

f. Requests will be submitted in duplicate in sufficient time 
to be ■■processed, and reach the Budget and Finance Branch at least U8 
hours prior to the actual departure time, for determination as to 
adequacy of justification and availability of funds. The necessity 
for the travel must be adequately substantiated on the request. 
General statements such as "official business," "confidential pur- 
poses," etc., should not be used. 

g. The, Transportation Division, Services Branch, A&M, will con- 
tinue to provide travel arrangement service. 

h. Each person performing official travel shall familiarize 
himself with the provisions of the Standardized Government Travel 
Regulations as amended. Copies of the Regulations may be obtained 
from the Fiscal Division, Budget and Finance Branch, A&M, 

2. Travel by Members of the Armed Services Assigned to CIA 

a. Armed Services personnel performing temporary duty travel as 
necessary for CIA will be reimbursed for per diem and travel costs in 
accordance with the travel regulations of the various Armed Services. 

b. Upon receipt of, travel requests approved by the Budget and 

Finance Branch, the Naval Administrative Command or Headquarters De- 
tachment will issue appropriate travel orders. Two copies of the 
orders will be forwarded , to the Fiscal Division, Budget and Finance 
Branch. , 

3 • Preparation and Submission of Vouchers 

a. Travel vouchers must be submitted to the Fiscal Division, 
Budget and Finance Eranch, A&M, upon completion of each trip, 

Vouchers for travel authorized by a chief of an overseas post shall 
be submitted to the appropriate post official for processing. Armed 
Services personnel shall give the necessary data to the Headquarters 
Detachment or Naval Administrative Command for the preparation of 
vouchers and submission to the Fiscal Division, 

• b« The Fiscal Division will provide advice and assistance to 
traveling personnel for the preparation and submission of vouchers. 
The traveler should maintain accurate records of time of departure 
and arrival at all points, a record of official expenditures, cop- 
ies of official telegrams and receipts for official expenses when 
necessary. It is essential that the traveler have this information 
to enable reimbursement for official expenses paid by him,. 
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U, This directive does not -ap ply to travel to be performed on 
unvouche red funds by: 

a. Personnel of 0S0. 

b. Personnel of field offices of the Contact Branch, 00, for 
travel within their areas. 


STATINTL 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 

' i 



Executive for 

Administration and Management 
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central im i: uE ice u Ro up 

.. C .1 . 0. ADiitNISTRATIVE ORDER t 
TRAVEL INSTRUCTION 3 TOR CIVILIAN EiTLOYEES 


CIG Adnunistrative Order 


dated 31 October II? 46 Is hereby 


i rescinded and the following ils substituted therefor; 

b . • 

j,: 1. . POLICY 

_a. It is the policy of the Clu to limit the travel of employees t ) 

1 a minimun consistent with o./erating requirements. All travel must 

I': / 

be authorized in -writing in advance, and such authorisations will 

t„. ... 7 

f ' 

|. ' be made only after it has been determined oy a properly designated 

V " 

| official that the travel is officially necessary. Authorization 

I 

; will oe given lor specific trips only, and blanket travel orders 

I will not oe issued unless approved by the Luecutive for Personnel 

and Administration, 

5 U. All travel by employees paid from vouchered funds must be 

[ authorised and performed in accordance with the provisions of 

i. ... 

I Standardized uovernnent Travel Regulations and/or applicable 

i; ■ current statutes. 

{ . ’ ' ■ . ; .... •' • ♦ • . . 

2. AUTHORIZATION 

a. 'when it is determined that it is necessary for a vouchered 
civilian employee to perform official domestic travel, a travel 

• request on Form 3h~S will be approved by the office or branch 
chief and forwarded to the Chief, Fiscal Section. The Chief, 
Fiscal Section will approve and forward F^rr 3h-S to the Travel 
Unit, Fiscal Section, for issuance of the necessary travel orders. 

b. After the travel order is prepared and funds to cover the cost of 

i' travel have been obligated, the original mil' be forwarded to the 

traveler or maybe picked up by the traveler .from the Travel Unit, 

I Fiscal .Section. / 

j' £• To amend a previously issued travel order, a ne-- request should be 

j submitted in accordance yd. th the procedure outlined; above. If 

j. approved, the amended order will be issued and distributed in the 

; same manner as the original. 

| d. Requests for travel should be initiated sufficiently in advance of 

I ' . ‘ t . .. . ' . \\ , 

the commencement of travel so that the Chief, Fiscal Section will 

. •" ' ' • S ; . - \ . ' < ' ■ . ■ «* ‘ • ' . ' , . I. ' • . ‘ , 

: have, the request in his possession at least U8 hours prior to t he ‘ 
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3 . iiEIi.DURSELZNT FOR TRAVEL L-'IPr^Si: 3 


a. After the completion of atrip, or at the end of each month, the 


traveler will submit his account for travel reimbursement expenses 


on Standard Form 1012, "Public Voucher for Reimbursement of Travel 


and Other Expenses including Per Diem". This form will b e approved 


administratively by the Branch Chief or his designee and forwarded 


in quadruplicate to the Fiscal Section for audit, certification and 


payment. 


b. Jin administrative audit of Form 1012 will be performed by the Fiscal 


Section to determine if the travel was performed as authorized in 


accordance with Standardized Government Travel Regulations and 


pertinent travel order. Any suspens "ns (deductio s) from the 


amount claimed will be reported to the traveler on an Administrative 


Audit Difference Statement’ 1 together with an explanation, where 


applicable, of the information necessary to support a reclaim of 


the amount previously suspended. 


k. TRAVEL SERVICES 


a. It is the responsibility of each traveler to prepare his travel 


voucher in proper form. However , upon request, the Travel Unit, 


Fiscal Section, Yd.ll extend advice and’ assistance in connection 


with the preparation of vouchers. The Travel Unit of the Fiscal 


Section vd.ll also, when requested, render special services for 


military and naval personnel by making a. pre-audit and examination 


of travel vouchers for accuracy and compliance with regulations 


prior to their submission to the .sar or I avy Disbursing Officer 


for payment. 


GENERAL IKFOIilATICE FOR THE TRAVELER 


a. Examine Orders 


The traveler should examine his travel order to determine that it 


specified all requirements including the mode of transportation to 


be used, the period to oe covered, and the places to fee visited. If 


the order does not provide adequate covera 0 e, an amendment should be 


requested through proper channels prior to the ti \e travr 1 -is. begun. 


bl Maintain - Recor ds 


The traveler should maintain accurate records of time of departure 
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expenditures as well as copies of official telegrams and paid 
receipts for official expenses when necessary. It is essential 
tnat tne traveler nave this information to enable him to prepare . 

• a correct reimbursement voucher. 

£. Purchase of Tickets 

It is tiio responsibility oi the traveler to ascertain l.r all. cases 
whelner or nol through tickets, excursion tickets, or reduced rate; 
round trip tickets can be secured. The fact that the existence of 
such rates may not have oeen known to the traveler does not relieve 
„ hi '" of responsibility of obtaining the lowest rates. It is essential 

that tne traveler purenase a ticket that will adequately cover the 
i period oi his travel y/ithout incurring any unnecessary expense. 

men traveling by com; on carrier, Government Transportation Requests 
which will be furnished by the Travel Unit, Fiscal Section, must 

i 

I be used. 

; d« Return Unused Tickets 

Unused portions of tickets, should be submitted attached to the 
[ . travel reinbursement account, Standard Form 1012. 

| e. Per Diem . 



f ;■ -^ ie calendar day will be the unit used in computing the per diem 


i al] owance for continuous travel of more than twenty— four hours. 

1. ^ or fractional parts of a day at the commencement or ending of 

e ° 

| such continuous travel, one-fourth of the rate for a calendar day 

will be allowed for each period of six hours or fraction thereof. 

Lv 

$ - ho P er diem ' Nil1 De allowed when the departure from official 

i .• station is after os 00 a.ni. and -.tne return on the same day is prior 



Pp*), or ‘ lor any absence not exceeding three hour 


STATINTL 
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0 , 


upon the continuity of the traveler's domicile at temporary m| 
JJduty shall be administratively determined in each case based 
upon the circumstances surrounding, the leave, and final: authority 
for such determination shall rest vri th the bonded Certifying Officer 
who approved the account for payment, 
f. Leave TJhile in. Travel Status 


g- 


If leave of absence of any kind begins or terminates wi thin the 
traveler ''s prescribed hours of duty, per diem allowance will termii- '''• 
nate or begin at the same time. If the leave of absence does not 
begin or terminate within the traveler's prescribed hours of duty, 
the traveler will be regarded as being in subsistence status until 
midnight of the last day on which actual service is rendered pre- 
ceding the leave of absence and from 12:01 a. in. of the day on which 
actual service is resumed* Fractional leave of absence wholly 
within a clay, where for half' of the prescribed working hours or less,, 
will be disregarded for subsistence purposes • '.There it exceeds 
half of the prescribed working hours, no subsistence rail be allowed. 
Advance of Funds 


Advance of official funds to cover the expenses of a vouchered 
employee while in a travel status, can be made only if the employee 
executes a 3ohd of Indemnity* The cost of the premium in securing 
such a bond (,|)5.00) must be borne personally by the employee,, 
FOREIGN TRAVEL 


a. Bureau of the Budget Circular A-7, revised, dated < September 1S?U6, 
contains amendments to Standardized Government Travel Regulations. 
Paragraph of these Regulations, set forth in Budget Circular A-7, 
. provides in part that, "For travel on official business outside -the 
continental limits of the United States, a per diem allowance not 
to exceed ,)7.00 in lieu of subsistence expenses, may be allowed 
(except during the fiscal year 191*7 the maxiiram per diem allowance 
shall be the amount prescribed in Appendix- 1 of this Regulation). 

The per diem allowances provided herein represent the maximum 
allowable, not the’ minimum vR It .is the responsibility of the 
; ; officials, authorized to issue travel orders and authorize a per 
diem allowance .to see that the, travel orders authorized only such ' 


per- diem allowance not in . excess of the maximum as are justified by 
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the circumstances surrounding ; the travel. Therefore,, in accordance 
with paragraph li£, "Care should be exercised to prevent the fixing 
of a per diem allowance in . excess of that required to - meet the 
necessary authorised expenses." The per diemallowance described in 
Appendix 1 of paragraph k$ 9 which Appendix is attached to Bureau 
of the Budget Circular A-7* may be authorised by, the persons 
to whom authority to issue travel orders has been granted. Such 
persons include Chiefs of fissions, Executive for Personnel and 
Administration, Chief, Finance Division, and Chief, Fiscal Section, 
b. Since one day is lost on a ■ westward crossing of the International 
Date Line, per diem for one day will b e deducted from all travel 
accounts when such travel is involved. 

AP PLICATIO N 

This Order and amendments thereto shall apply only where travel allow- 
ances and per diem are payaole from vouchered funds available to CIG. 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE : 


Deputy Executive for - Per sonne, 
and Administration 
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CENTRAL INTELLIGENCE AGENCY 
V/ashington, D* C» 


ADMIN I STRAT I'VE INS 
NUMBER 


A.j| 

5 January 1948 


(This suppl 
tion 


m 


Administrative Instruc- 
ated 5 December 


SUBJECT: Comptroller General’s Decision Regarding Traveling Expenses - 
Personal Convenience - Return to Headquarters Upon Illness 
Without Completion of Temporary Duty 

1. The Comptroller General on 20 October 1947 issued Decision 
No. B-70058 relating to the above subject. 

2 . The decision states that where nn employee is taken ill while 
in travel status necessitating his return to headquarters without com- 
pleting the duty assigned, he is not entitled to reimbursement 'for the 
expense of the return trip nor for per diem for such period of travel. 
However, where the illness occurs reasonably coincident with the termi- 
nation of official duty in a travel status, reimbursement may be allowed 
in an amount not to exceed the amount that would have been incurred if 
the employee had returned immediately after the completion of his 
official duties. By failure of the employee to complete the duties 
assigned while away from his official headquarters, an additional ex- 
pense or burden may be placed upon the , Government through the necessity 
of assigning another employee to complete the unfinished task, 

3. The sum payable to the employee for travel for the period prior 
to illness is to be applied against the cost of Government travel in 
returning to headquarters. Any additional amount remaining due will be 
collected from the employee by administrative action. 


STATINTL 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 



Executive for 
Administration and Management 


DISTRIBUTION: A 
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Roqueete far foreign travel fer^navol per • aon * 1 . 
in tho eene na&ner ae lndloatod above except that the requeet will 
be lnitintod on Fern Hoi 36-23. Request for Oversee# fruifpertetleik, 


be lnitiatod on ran Hoi 36-23, Request for Overseas TFaneportatice 
ins to ad of the doaeetio requeet fern. After Fern *04 3M3, eoo- 
talning tho nooeeeerF clearances end approval if jFyoelved of the 
Executive far AdninietraUon end Meneceoent, two (/JjftjjJfiP-l*. 
will bo sauted to the Ravel Added etratlve Cocps ady, eno win In 
turn forward Section B of the orifiml to tho~Jtoe^pK*sMeu - - /> 
Dlvielouj S e rvieee B r a n ch , A 6 M. 


FOR THE DIRECTOR Of C1FERAL iHTBLLIOSRCSi 


ATTACHMENTS 1 1 

DISTRXBOTIOHi A 


Deputy Executive far 

end Monofenent 


STATINTL 


m .p 


HP: 


PPaPPP 




-;A . ' i'.*v 
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omens w u. s. turn adkxihshutxvr caftan 

File Up, 24J0 1 Street, R.V . 

Washington 25, D.C. 


Date 


AAIM.I 


Front Coanandlng Offlcor, U.S. Naval Adnlnlstrstivs Coensnd 

Tot Captain 

Subjooti Temporary Additional Duty 

Roforcncei (a) luPers Trevol Authority Pors-311 t ' wr t 2b, 

aorinl , dated 


1. Ac autharliod by referonee (a), on or about 

you *111 proceed to . for tsnporary additional 

duty oonoornlng such nattaro u you have boon directed to attend toj 
in thia ootmootlon you oro authorised to visit such additional places, 
to oolt or revisit any of the above narted places, or to vary the order 
of the above itinerary, as nay be dooned neoesscry in the execution 
of this duty. 

2. This is in addition to your present duties and upon coopletion 
thereof you will return to Washington, D.G., report to the Conoandii^ 
Officer, fl i rt , lfr—1 fr*-1nlf*r"4l~r n -— and reeune your regular 
duties. 

3. travel by nllltery or eonnereial air, eater, or roll transporta- 
tion, no tor vohlola, or any other noons deeoed noeeseary to nost ex- 
podltiausly aooaoplleh tho objeets of this tenporary additional duty 
is authorised and directed. 

4* ihlle porfornlng duty under these orders you will naintaln an 
a p prop ri ate Itinerary and secure end or tenants hereto as nay be con- 
sistent with the nature cf this tenporary additional duty. 

5, In addition to tho actual ooet of transportation you will be 
allowed a per dlen of S' 7 ,-00, in lieu of subsistence, while absent 
fTon your pareanont duty station in accord rn^e with current provi- 
sions of Paragraph 415 J of U. S. Naval Travol Instructions, but siinh 
rolcburscnont and paynont will not be node free Navy appropriations • 


V 


/JEN. 

After eotiplotionof TAD and rotirn to Washington. DrC,, this office 
(Na6) will send on (1) copy of theso orders to Dvroou of Naval Par 
nola^Jackot fllc^ and two" £2} oojies^to Bureau^of Supplles^and^Aooountf , 

ATTACHMENT #1 




Approved For Release 2001/09/03 : CIA-RDP81-00728R000100010041-8 




STATINTL 

STATINTL 


RESTRICT ED ' COPY NO. 

]$R? r ° Ved F ° r R ? le ^ Se 2001/09/03 : CIA-RDP81 -00728R00Q1 0Q01 0041 -8 


31 October 


CENTRA L INTEIJilOENCE GROUP 
C .1.0 . ADIMSTRATIVE OTOER JJJjj 
TRAVEL INSTRUCTIONS FOR CIVILIAN EMPLOYEES 



J 


1. POLICY 

a. It is the policy of the CIG to limit the travel of employees to a 
minimum consistent with operating requirements . All travel must be 
authorized in writing in advance, and such authorizations will be 

made only after it has been determined by a properly designated official 
that the travel is officially necessary. Authorization will be given 
for specific trips only, and blanket travel orders will not be issued 
unless approved by the Chief, Personnel and Administration Branch. 

b. All travel by employees paid from vouche red funds must be authorized 
and performed in accordance with the provisions of Standardized 
Government Travel Regulations and/or applicable current statutes. 

2. AUTHORIZATION 


a. When it is determined that it is necessary for a vouchered civilian 
employee to perform official domestic travel, a travel request on 
Form 3li-3' will be approved by the office or branch chief and forwarded 
to the Chief, Fiscal Section. The Chief, Fiscal Section will approve 
and forward Form 3h~S to the Travel Unit, Fiscal Section for issuance 
of the necessary travel orders. 

b. After the travel order is prepared and funds to cover the cost of 
travel have been obligated, the original will be forwarded to the 
traveler or may be picked up by the traveler from the Travel Unit, 
Fiscal Section. • 

c. To amend a previously issued travel order, a new request should be 
submitted in accordance with the procedure outlined above. If ap- 
proved, the amended order will be issued and distributed in the same 
manner as the original. 

d. Requests for travel should be initiated sufficiently in advance of 
the commencement of travel so that the Chief, Fiscal Section will 
have the request in his possession at least Ii8 hours prior to the 

; time the travel is to begin. aw 1 
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3. REIMBURSEMENT FOR TRAVEL EXPENSES 

a. After the completion of a trip, or at the end of each month, the 
traveler mil submit his account for travel reimbursement expenses 
on Standard Form 1012, "Public Voucher for Reimbursement of Travel 
and Other Expenses including Per Diem". This form will be approved 
administratively, by the Branch Chief or his designee and forwarded 
in quadruplicate to the Fiscal Section for audit, certification and 
payment. 

b. An administrative audit of Form 1012 will be performed by the Fiscal 
Section to determine if the travel vr&s performed as authorized in 
accordance with Standardized Government Travel Regulations and perti- 
nent travel order. Any suspensions (deductions) from the amount 
claimed will be reported to the traveler on an "Administrative Audit 
Difference Statement" together with an explanation, where applicable, 
of the information necessary to support a reclaim of the amount previ- 
ously suspended. 

k. TRAVEL SERVICES 

a. It is the responsibility of each traveler to prepare his travel 
voucher in proper form. However, upon request, the Travel Unit, 

Fiscal Section will extend advice and assistance in connection with 
the preparation of vouchers . The Travel Unit of the Fiscal Section 
will also, when requested, render special services for military and 

naval personnel by making a pre-audit and examination of travel 

vouchers for accuracy and compliance with regulations prior to their 
submission to the War or Navy Disbursing Officer for payment. 

GENERAL INFORMATION FOR THE TRAVELER 
a. Examine Orders 

The uraveler should examine his travel order to determine that it 
specifies all requirements including the mode of transportation to 
be used, the period to be covered, and the places to be visited. If 
the order does not provide adequate coverage, an amendment should be 
requested through proper channels prior to the time travel is begun. 
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b . Maintain Record s 

Tho traveler should maintain accurate records o f time of departure 
from and arrival at different points,, and a record of official ex- 
penditures as well as copies of official telegrams and paid receipts 
for o.lficial expenses when necessary. It is essential that the 
traveler have this information to enable him to prepare a correct 
reimbursement voucher . 

c , P urchase of Tickets .■ 

It is the responsibility of. the traveler to ascertain in all cases 
whether or not through tickets, excursion tickets or reduced rate 
round trip tickets can be secured. The fact that the existence of 
such rates may not have been known to the traveler does not relieve 
him of responsibility of obtaining tho lowest rates. It is essential 
that the traveler purchase a ticket that will adequately cover the 
period of his travel without incurring any unnecessary expense. When 
traveling by common carrier. Government Transportation Requests which 
will be furnished by the Travel Unit, Fiscal Section must be used. 

d. Return Unused Tickets 

Unused portions of tickets should be submitted attached to the travel 
reimbursement account, Standard Form 1012. 

e. Per Diem ; 

The calendar day will be the unit used in computing the per diem 
allowance for continuous travel of more than twenty-four hours. For 
fractional parts of a day at the commencement or ending of such con- 
tinuous travel, one-fourth of the rate for a calendar day will be 
allowed for each period of six hours or fraction thereof. No per 
diem will be allowed when the departure from official station is 
after 8:00 a.m. and the return on the same day is prior to 6:00 p.m., 
or for any absence not exceeding three hours . For the first 60 days 
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nuned m each caso based upon the circumstances surrounding the leave, 
and final authority for such determination shall rest with the bonded 
Certifying Officer who approves the account for payment, 
f • Leave While -in Travel St atus 

If leave of absence of any kind begins or terminates within the 
traveler's proscribed hours of duty, per diem allowance will terminate 
or begin at the same time. If the leave of absence does not begin 
or terminate within the traveler's prescribed hours of duty, the 
traveler will be regarded as being in subsistence status until mid- 
night of the last day on which actual service is rendered preceding 
the leave of absence and from 12:01 a,m. of the day on which actual 
service is resumed. Fractional leave of absence wholly within a day, 
where for half of tho prescribed working hours or less, will be dis- 
regarded for subsistence purposes. Where it exceeds half of the 
prescribed working hours, no subsistence will be allowed, 
g. Advance of Funds 

Advance of official funds to cover the expenses of a vouehered em- 
ployee while in a travel status, can be made only if the employee 
executes a Bond of Indemnity. The cost of the premium in securing 
such a bond ($5*00) must be borne personally 'by the employee. 

FOREIGN TRAVEL 

Per diem rates vn.ll be paid travelers abroad in accordance with the 
rates prescribed in Budget Circular A-?, subject to a deduction of 
for each meal and/or lodging purchased by the traveler from the 
military or from another branch of the Government drawing rations 
from the military or to a deduction of 20$ for each meal and/or 
lodging furnishe d to him by the government without charge - 
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b. Since ono day is lost on a westward crossing of the International 
Date lino , per diem for ono day will be deducted from all travel 
accounts when such travel is involved. 
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